FLORIDA DEPARTMENT OF FINANCIAL SERVICES
Division of State Fire Marshall

Bureau of Fire Standards and Training
11655 N.W. Gainesville Road
Ocala, FL 34482-1486

BFST/ATPC 4045
Personnel Management for the Fire Service
Syllabus

Revision Date: March 4, 2026

Course Contacts
This course is managed by The Bureau of Fire Standards and Training

Frank Ennist, Training Supervisor
Phone: 352.369.2837 Email: Frank.Ennist@MyFloridaCFO.com

Frank DeFrancesco, Program Manager
Phone: 352.369.2838 Email: Frank.DeFrancesco@MyFloridaCFO.com

Class Days/Time

The course is designed for a traditional delivery consisting of 45 hours of instructor/student
participation. The traditional program at the Florida State Fire College will be Monday through
Friday from 0830 to 1730 with group project design and presentation for an additional 5 hours.
The hybrid program will consist of utilizing Canvas LMS, conference calls and a minimum of
two day in-person attendance at the Florida State Fire College.

Contact Hours
45-hour course

Continuing Education Units (CEU’s)
Approved for 45 CEUs toward Fire Safety Inspector I, I1, III, Fire Code Administrator and Fire
Instructor I, II, III.

Course Description

This course examines relationships and issues in personnel administration and human resource
development within the context of fire-related organizations, including personnel management,
organizational development, productivity, recruitment and selection, performance management
systems, discipline, and collective bargaining.

THE BUREAU OF FIRE STANDARDS AND TRAINING
AT
The Florida State Fire College

11655 NW GAINESVILLE ROAD * OCALA FLORIDA * 34482-1486

352.369.2800 * WWW.FLORIDASTATEFIRECOLLEGE.ORG Page 1 of 5


http://www.floridastatefirecollege.org/
mailto:Frank.Ennist@MyFloridaCFO.com
mailto:Frank.DeFrancesco@MyFloridaCFO.com

FLORIDA DEPARTMENT OF FINANCIAL SERVICES
Division of State Fire Marshall

Bureau of Fire Standards and Training
11655 N.W. Gainesville Road
Ocala, FL 34482-1486

Prerequisite(s)
None

Pre-course Assignment
None

Course Materials, Grading and Attendance

Computer access

The course materials are now available in a Bring Your Own Device (BYOD) format that will
function on any electronic device. The Florida State Fire College classroom environment is
computer based. An increased number of students and instructors are bringing laptop computers
or other electronic devices to campus; you are responsible for the security and maintenance of
your equipment. The State Fire College cannot provide computer software, hardware (which
includes disks, printers, scanners, monitors, etc.) or technical support for your device. Fore your
convenience, we do provide surge protector power strips at each classroom table.

The course shall require you to conduct research about your agency. Electronic format is
recommended and access to such information shall be necessary during the course.

Should you need access to the Student Resource Center, it is located off the main lobby and is
available for all students to utilize. The lab is open daily Monday through Friday. A copy
machine is available for printing course materials. A thumb drive maybe necessary to access
documents for print.

Textbook

Human Resource Management in Public Service, 8" Edition, Publisher; Sage,
ISBN# 978-1071917916

Tests 15%
Module Projects 15%
Peer Review 20%
Final Report 25%
Final Presentation 25%
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Attendance

You are required to attend all sessions of the course. If you do not, you may not receive a

certificate.

e Excused absences - Students are permitted excused absences totaling no more than 10% of
class (4.5 hours maximum); the instructor shall be the sole determining authority in the
determination of an excused absence and may assign supplemental work to make up for
missed class time.

e Unexcused absences - The instructor shall be the sole determining authority in the
determination of an unexcused absence (i.e. “no call, no show”). The instructor has no
obligation to offer the student an opportunity to make up assignments, including quizzes
and/or exams, but may do so at his/her discretion.

Academic Integrity

Academic integrity is crucial to the learning community and indicates respect for the college, the
instructor, the course, your classmates and yourself. Any violation of this trust, including but not
limited to cheating, plagiarism, collusion, or using or having any content of an un-administered
test, will result in immediate dismissal from the course. Under Florida Statute 633, any student
dismissed for academic dishonesty can be refused acceptance for any course administered by
FSFC.

The Academic Policies and Student Standards of Conduct are located on the Florida State Fire
College website located at Registration and Student Services

Course Outcomes
FESHE
Principles of Fire and Emergency Services Administration (C0272)

1. Acknowledge career development opportunities and strategies for success.

2. Recognize the need for effective communication skills, both written and verbal.

3. Identify and explain the concepts of span and control, effective delegation, and division of
labor.

4. Select and implement the appropriate disciplinary action based upon an employee’s conduct.
5. Explain the history of management and supervision methods and procedures.

6. Discuss the various levels of leadership, roles and responsibilities within the organization.

7. Describe the traits of effective versus ineffective management styles.
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Personnel Management for the Fire Service (C0266)

1. Identify and explain contemporary personnel management issues.

2. Explain potential personnel management issues.

3. Classify the collective rules, procedures, laws and policies that relate to personnel
management issues.

4. Analyze simple/complex personnel management issues from recruitment to selection, as well
as retention.

5. Formulate recommendations and solutions to personnel management issues.

6. Explore organizational development and leadership styles and how they relate to personnel
relationships.

Fire Service Ethics (C0303)

1. Develop a value statement for your department.
2. Devise and implement an ethics training program for your department.
3. Review and revise minority recruitment strategies.

Management of Emergency Medical Services (C0244)

1. Compare and contrast management and leadership.

2. Provide practical examples of the principles of customer service in EMS.

3. Apply the techniques for conducting an effective performance appraisal.

4. Define due process, and apply the principles of a progressive disciplinary program.

5. Define ethical behaviors and the decision-making strategies when faced with an ethical
dilemma.

Job Performance Requirement

Given information from discussion and reading materials, the student will satisty the job
performance requirements (JPR) of the applicable National Fire Protection Association (NFPA)
standards, and any applicable skill sheets.

NFPA 1020 Standard for Fire and Emergency Services Instructor, Fire Officer, and
Emergency Medical Services Officer Professional Qualifications, 2025 Edition

9.3 Human Resource Management
9.3.1-9.3.5%
10.2 Human Resource Management
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11.2 Human Resources Management

11.2.2-11.2.8

12.2 Human Resources Management

12.2.1-12.2.2%*
12.2.4*%-12.2.5%*

13.3 Human Resources Management

13.3.1-13.3.2*
13.3.7
13.3.9

14.2 Human Resources Management

14.2.1*
14.2.3

15.1 Human Resources Management

15.2.1*%-15.2.5

NFPA 1030 Standard for Professional Qualifications for Fire Prevention Program

Positions, 2024 Edition

4.3 Administrative Duties

43.1*
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