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	Agenda - IQCS Training
	DAY 1 - Tuesday      8:00 PM to 4:30 PM

	
	

	
	
	

	1) Instructor Training Kickoff

a) Welcome & Opening Comments

b) Housekeeping

c) Introductions & Trainee expectations
	
	8:00 – 9:00

	
	
	

	2) Overview of course
a) Review agenda

b) Scenario-based Training and Process
c) Introduce Student workbook

d) Daily Feedback and evaluations
	
	

	
	
	

	4)    Overview of IQCS
· Identify and Use the Qualifications Documents, the PMS 310-1 and the FSH 5109-17

· Review how the IQCS manages the qualification criteria 

· Introduce the IQCS operating environment

· Differences between IQCS, SACS, and Redcard
	
	

	
	
	

	Break
	
	9:00 – 9:15

	
	
	

	Scenario Power Point
	
	

	
	
	

	Module 2: Add Employees 
· Navigation

· Add a new employee to the system.
· Add a non-employee to the system.

· Record exam results.

· Run a report for Responder Medical History.
	
	9:15 – 10:30

	Break
	
	10:30 – 10:45

	
	
	

	Module 2: Add Employees Continued

· Define groups – discussion only

· Assign responders to groups – discussion only

Data Duties:  

· Job Data screen/correct history/ change efft. Date for each rookie to 05/01/2004
· Record all new rookies EmplIDs on instructor’s copy of student handout list.
· Each Forest Service rookie needs to be given credit for I-100 and L-180.  Use pre built sessions in database for these two courses to accomplish this.  If building new sessions for this they must be dated (after 5/1/2003 but before the date the class is being taught.  FS Rookies belong to Students 05,06,14,17and 23
	
	10:45 – 11:00

	
	
	

	Module 3: Incident Responder Development Plan (IRDP)

· Set Short and Long-term Goals – discussion only
· Run reports for individual’s IRDP – discussion only
	
	11:00 – 11:30



	
	
	

	Lunch
	
	11:30 – 12:30

	
	
	

	Module 4: Training Logistics

· Schedule Training.

· Selection of Cadre, Facilities, Equipment, and Supplies 

· Develop and Maintain Training Roster  

· Run Training Roster report for a Single Course

· Run Tent Cards and Name Tags for a Session

· Complete Certificates, Evaluations, Letters 
and 
· Documentation

· Run Session Address Labels report for a Unit 
	
	12:30 – 1:30



	
	
	

	Break
	
	1:30 – 1:45

	
	
	

	Module 4: Training Logistics continued
· Enroll
· Record Results
Data Duties: Optional
· Exercise 4.3  to save time the instructor can have the students stop at step 37 in this exercise.

· If class does not complete steps 37-59 an instructor will need to enroll each rookie into  S190 & S271 and completed .

· The rookies can be enrolled into their proper sessions of S190 & S271 or they can be placed into one session each of s190, S271and completed.  It is important however to complete all the sessions of S190, S271 that the students built to ensure that the rookie’s classmates get credit.


	
	1:45 – 2:45

	
	
	

	Break
	
	2:45 – 3:00

	
	
	

	Module 5: Qualification Evaluation and Certification
· Print the Responder Fitness Expire report for a Unit
· Select Incident Qualification Card Positions 

· Run Incident Qualification Card for an individual  
	
	3:00 – 4:30

	
	
	

	Break
	
	2:45 – 3:00

	
	
	

	ADJOURN
	
	4:30 PM

	


	Agenda - IQCS Training
	DAY 2  - Wednesday      8:00 AM to 4:30 PM

	
	

	Opening Comments with Prior Day Overview
	Cadre
	8:00 – 8:15

	
	
	

	Module 6: Developmental Events

· Define the Incident  
· Enter Experience by employee
· Initiate Task Book for Individual  
· Enter Experience by Incident
· Document Position Performance Assignment
· Position Task Book Certification
	
	8:15 – 9:30

	
	
	

	Break
	
	9:30 – 9:45

	
	
	

	Scenario PowerPoint – Olde Dawg
	
	

	
	
	

	Module 7: Transfers and Competency Management
· Initiate Transfer  
· Modify an employee
· Enter License/Warrant data
· Award External Course and Competency
· Update Training Record with External Course
· Review associated Reports 
	
	9:45 – 11:30

	
	
	

	Lunch
	
	11:30 – 12:30

	
	
	

	Module 7: Transfers continued

· Display Effect of Organization Change on Individual’s Qualifications 
· Person to Role Match -Trouble Shoot loss of qualifications

· Manual Update of Fitness and Refresher

· Administrative Actions at the Qualification Card

· Populate from Role “Manually Award Position Reviews”
· Print the Incident Qualification Card
	
	12:30 – 1:30

	
	
	

	Break
	
	1:30 – 1:45

	
	
	

	Module 8: Review the Nomination Process

· Inactive employees by Termination

· Transfer employee to INAC organization

· Change Employee’s Status  
· Discuss the “Position  Currency Report” for a responder
	
	1:45 – 2:45 

	
	
	

	Module 9: Review and update records

· Complete and Submit Nomination Form
· Nominate empolyee9s0 as a supervisor
· Select Nominees

Data Duties:
· To illustrate the nomination process without modifying any student data use session 0001 of S390.  Use the login Emp1 (not Emp01) and do a self-nomination.  Login as MGR1 (again – not MGR01) and approve the single nomination.  Then (still logged in as MGR1) use Manager Self Service to nominate three more students for S390 session 0001.  Once all nominations and approvals are done, log in as HRTRN (no following numbers on the ID) and demonstrate the prioritization screens and final enrollment process.

· For the nomination process, the exercise is not scripted to have the students complete their individual sessions of S390.  It is the instructor’s choice whether to have the class complete the individual sessions or to leave this exercise at the enrollment point.  Note – Item #9 MUST be done regardless of the instructor’s decision.
Item #9: Once the students have finished the nomination process exercises in Module 8, but before going to the Qual Card screen to qualify Dawg as STCR, enroll all the Dawgs into S390 session 0002 and complete the session.  This session is in the past so the effective date will allow each Dawg to be qualified as STCR on the Qual Card screen once the taskbook is certified.  The individual sessions for the nom process are future-dated to allow the nomination process to work but this also future-dates the competency award on completion of S390 preventing Dawg from being immediately qualified as STCR.  S390 session 0002 will alleviate this issue – the Dawgs cannot be pre-enrolled in this session as the system will not allow them to be nominated for the scripted session if they’re already enrolled in another session of the same course.  
	
	2:45 –  3:00

	
	
	

	Break
	
	3:00 – 3:15

	Module 10: Demonstrate Workforce Analytics/Organizational Needs

· Locate the Model for Identifying Position Targets.

· Enter Position Targets by Group  

· Enter Position Targets by Unit  

· Run associated reports
	
	3:15 – 3:30

	
	
	

	Module 11:  Demonstrate Training Administration

· Enter new facilities and vendors

· Enter new instructors
	
	3:30 – 4:30

	
	
	

	Module 12: Control Tables

· Review purpose of Control Tables

· Discuss various Control Tables 

· Discuss how to Add,/Modify control table data
	
	

	
	
	

	Module 13: Reports

· Recap Reporting Generation Process

· Discuss Data Permission over Reports

· Review list of Reports available to IQCS users
	
	

	Data Duties: Informational

Modules 9, 10, and 11 are 'stand-alone' units as far as support data is concerned.  Skipping any or all of these modules will not affect any other activities in the course
	
	

	ADJOURN
	
	4:30


	Agenda - IQCS Instructor Training
	DAY 3 – Thrusday
8:00 AM to 4:00 PM

	
	

	Opening Comments with Prior Day Overview
	Cadre
	8:00 – 8:30

	Module 14: IQCS Live!
· Data Migration Review and Data Cleansing. 

· Data migration concepts

· Working with Agency specific data
	
	9:45 – 10:30

	
	
	

	Break
	
	10:30 – 10:45

	
	
	

	(Cont) Data Migration Review and Data Cleansing.

· Working with Agency specific data
	Cadre
	10:45 – 11:30

	
	
	

	Lunch
	
	11:30  – 1:00 

	
	
	

	(Cont) Data Migration Review and Data Cleansing.

· Working with Agency specific data
	Cadre
	1:00 – 2:30 

	
	
	

	Break
	
	2:30 – 2:45

	
	
	

	(Cont) Data Migration Review and Data Cleansing.

· Working with Agency specific data
	Cadre
	2:45 – 4:15

	
	
	

	Closing Remarks & Adjournment (for travelers)
	Cadre
	4:15  – 4:30 

	
	
	

	ADJOURN – Thank You
	
	COB
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