Fire and Emergency Services Company Officer

Lesson 13 — Human Resources Management

Lesson Test

Name 
 Date 


Note: The student is expected to achieve an acceptable score, as defined by the training organization, on this written test in order to complete this lesson.  Although training organizations may vary, an acceptable score is often defined as 70% or better.  For this lesson, 35 correct answers (out of a possible 50) equal 70%.
Objective 1:

Match to their definitions types of plans. Write the correct letters on the blanks. (286-287)


1.
This type of plan develops policies, procedures, and rules 
that are used frequently.


2.
This type of plan accomplishes a specific objective such 
as the development of a budget.



3.
This type of plan charts the course of the organization over 
an indefinite future that is divided into definite time 
components.



4.
This type of plan focuses on how objectives will be 
accomplished.



5.
This type of plan creates alternative plans that can be 
implemented in the event of uncontrollable circumstances.
Objective 2:

Recall information about company-level planning. Write the correct letters on the blanks.


6.
The planning process can be applied to both emergency and nonemergency situations. (287)

A.
True


B.
False


7.
Results of ___ activities provide the background information for emergency incident action planning. (288)

A.
incident

B.
emergency


C.
preincident


D.
postincident



8.
Preincident and incident activities are components of ___ planning. (288)

A.
Stage I

B.
disaster


C.
emergency incident


D.
nonemergency incident



9.
In ___ activities, the company officer must make all decisions in an autocratic manner. (289)

A.
incident

B.
nonincident


C.
preincident


D.
postincident



10.
Nonemergency activities can be determined through the steps of the planning process, using input from members of the crew. (289)

A.
True

B.
False
Objective 3:

Select facts about issues involving personnel assignments. Write the correct letters on the blanks.


11.
Following the entry-level training period, new firefighting and emergency-response personnel are assigned to operational units. (290)

A.
True

B.
False


12.
Which of the following statements about probationary periods is LEAST accurate? (290-291)

A.
They are usually 12-24 months in length.

B.
They allow the organization to evaluate the ability of the probationary employee to fulfill job requirements.

C.
New personnel must become familiar with the location of equipment stored on the apparatus and how it is used.

D.
They are an opportunity for the company officer to provide training that may not have been addressed in the formal entry-level training.



13.
New personnel should already be aware of the expectations of them, including reporting to work on time. (292)

A.
True


B.
False



14.
Expectations of a new employee should be communicated verbally AND in writing. (292)

A.
True


B.
False
Objective 4:

Select facts about promotion and retention. Write the correct letters on the blanks.


15.
Which of the following promotional information does NOT have to be given to subordinates? (292)

A.
Eligibility requirements

B.
Other career paths available


C.
Information regarding others eligible for the same promotion


D.
Required length of service at the current rank before a higher rank can be obtained



16.
The investment in the training and equipping of new members must be realized in the form of a high turnover rate. (292)

A.
True


B.
False



17.
When needs of members are social, educational opportunities and a variety of advancement paths are necessary. (294)

A.
True


B.
False



18.
To create a culture of retention, it is important to first know why people want to become firefighters/emergency responders. (294)

A.
True


B.
False

Objective 5:

Select correct responses about performance evaluations. Write the correct letters on the blanks.


19.
Performance evaluations must be scheduled in advance. (295)

A.
True

B.
False


20.
How does a Fire Officer I usually perform an informal evaluation? (295)

A.
Through a job skills assessment


B.
Through a written questionnaire


C.
Through the observation of subordinates’ daily activities


D.
Informal evaluations fall solely to the Level II Fire Officer.



21.
How often are formal evaluations held? (295)

A.
Annually


B.
Monthly


C.
Quarterly


D.
Impromptu


22.
A formal evaluation may be held when improper behavior that has not improved through informal evaluations needs to be corrected. (295)

A.
True

B.
False
Objective 6:

Select correct responses about specific human resources issues a company officer may face. Write the correct letters on the blanks.


23.
Most career and combination organizations do not permit employees to exchange duty shifts. (295)

A.
True


B.
False



24.
Sick leave may be requested in advance. (296)

A.
True


B.
False



25.
Which of the following statements about sick leave is MOST accurate? (296)

A.
Employees do not have to request sick leave in writing.


B.
Sick leave can occur when an employee has a planned medical procedure.


C.
The company officer should request that the employee still report for duty.


D.
Employees cannot be required to provide a physician’s approval before returning to work.



26.
Wellness leave does not apply to elective surgery. (296)

A.
True


B.
False



27.
Which of the following is NOT an action the company officer can take when monitoring activities for sexual harassment? (297-298)

A.
Inform superiors.


B.
Inform employees that it will not be tolerated.


C.
Take corrective action immediately and decisively.


D.
Terminate employment of the individual who is being harassed.



28.
When a substance abuse problem becomes apparent, the company officer must refer subordinates to the organization’s employee assistance program. (298)

A.
True


B.
False



29.
If the cause of an employee’s absence was a personal problem, the company officer should: (298)

A.
terminate employment.


B.
publicly reprimand the employee.


C.
counsel personally with the employee.


D.
refer the employee to the employee assistance program for counseling.

Objective 7:

Respond to scenarios about human resources policies and procedures.

Objective 7 is measured in Assignment Sheet 13-1.

Objective 8:

Select facts about conflict management. Write the correct letters on the blanks.


30.
The ___ behavior management style occurs when people hide their own emotions so that others do not know how they feel. (300)

A.
passive

B.
assertive


C.
aggressive


D.
collaborative



31.
The ___ behavior management style occurs when people express their emotions openly by using threatening behaviors. (301)

A.
passive

B.
assertive


C.
aggressive


D.
collaborative



32.
The ___ behavior management style occurs when people express their emotions honestly and defend their rights without hurting others. (301)

A.
passive

B.
assertive


C.
aggressive


D.
collaborative



33.
Someone who is ___ conflict is taking a nonassertive approach; they may deny that a problem exists. (301)

A.
forcing

B.
avoiding


C.
negotiating


D.
accommodating



34.
Someone who is ___ conflict is appeasing other persons by passively giving in to their position. (301)

A.
forcing

B.
avoiding


C.
collaborating


D.
accommodating



35.
Someone who is ___ conflict is relying on an aggressive and uncooperative approach to conflict management. (301)

A.
forcing

B.
avoiding


C.
negotiating


D.
accommodating



36.
Someone who is ___ conflict is reaching a compromise solution that all parties can agree upon. (301)

A.
forcing

B.
avoiding


C.
negotiating


D.
collaborating



37.
Someone who is ___ conflict is sharing information openly and honestly, which usually results in the best solution to the conflict. (301)

A.
forcing

B.
negotiating


C.
collaborating


D.
accommodating



38.
In conflict resolution, what comes directly AFTER determining what type of conflict is involved and identifying the participants? (301)

A.
Listing alternative options


B.
Defining/diagnosing the problem


C.
Converting the decision to an outcome


D.
Testing the desired action against the outcome



39.
In conflict resolution, what should the company officer do when listing alternative options? (301)

A.
Implement the chosen conflict management style.


B.
Test the results against the agreed-upon outcome.


C.
Determine whether the conflict is a symptom of a deeper and more involved problem.


D.
Determine whether the issue should be resolved through collaboration, negotiation, force, accommodation, or avoidance.



40.
In conflict resolution, what comes directly BEFORE converting the decision to an action? (301)

A.
Defining the problem


B.
Listing alternative options


C.
Determining the right response


D.
Testing the action against the desired outcome



41.
One benefit of the peer mediation process is that external forces control the resolution. (304)

A.
True


B.
False

Objective 9:

Recall information about discipline as it applies to the company officer. Write the correct letters on the blanks.


42.
The purpose of discipline is to correct inappropriate behavior. (304)

A.
True


B.
False



43.
Which of the following is created when working conditions are (or perceived to be) substandard? (305)

A.
Stress

B.
Boredom


C.
Ignorance


D.
Resentment



44.
Which of the following is caused when there is too little work? (305)

A.
Stress

B.
Boredom


C.
Ignorance


D.
Resentment



45.
Which of the following occurs when there is a lack of knowledge of the job requirements? (305)

A.
Stress

B.
Boredom


C.
Ignorance


D.
Resentment



46.
Which of the following is caused by personal problems that affect job performance? (305)

A.
Stress

B.
Boredom


C.
Ignorance


D.
Resentment



47.
In ___, the company officer will hold an individual counseling interview to correct inappropriate behavior. (306)

A.
punitive action

B.
corrective action


C.
preventive action


D.
punishment action



48.
Which of the following is used when an employee repeats a violation for which previous action was taken? (306)

A.
Punitive action

B.
Corrective action


C.
Preventive action


D.
Punishment action



49.
In a(n) ___, the company officer will give the employee notice of possible sanctions. (307)

A.
punitive action

B.
corrective action


C.
preventive action


D.
punishment action



50.
Not every possible violation by an employee must be covered by a specific written policy or regulation. (307)

A.
True


B.
False

A.	Contingency


B.	Operational/�	administrative


C.	Single-use


D.	Standing


E.	Strategic


F.	Multi-use








