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INCIDENT RESPONDER DEVELOPMENT PLAN

Overview

An Incident Responder Development Plan (IRDP) is a plan developed for the purpose of identifying long and short-term goals, both for the individual and his/her organization.  The individual’s incident management goals are assessed, but not the individual’s regular job goals.  Using the IRDP to establish position goals and training plans will provide important information that can be used for local and national workforce planning.  A completed and approved IRDP will represent a commitment between the agency and employee to achieve the goals set forth in the plan.  Agency approval of the plan shows an effort by the agency to support the training needs identified in the plan.

Objectives

By the end of this module, you will be able to:

· Understand the IRDP process within IQCS.
· Establish short and long-term goals.

· Run Responder Development Plan report for responders.

Roles

The following roles will participate in the activities described in this module:

· Employee/Incident Responder.
· Supervisor/Certifying Official.

Activity Overview – IRDP
In this activity, we will look at setting position goals - target positions. Target positions represent the tangible objectives of the responder’s career plan. Next, we will outline using the optional functions of career goals and career mentoring to give detail to the career plan.  Finally, we will utilize the career training plan page to establish and view the training needed to support the attainment of the career target positions.

Instructions

1. Navigate to Workforce Development>Career Planning>Evaluation/Career Plan>Create Career Plan.
2.  Lookup/Select Employee.  An easy way to find your employee is to type the last name in the last name field.  
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3. The Effective Date will default to the date that the plan was created.  If you want the plan to take effect at a later date you can edit the date.

4. Enter/Select Career Plan Review Date.  This is the date the supervisor plans to review the plan with the incident responder.

5. Enter/Select Projected Retirement Date (if different than default date).  Auto populated DOB + 55 years.
6. Check Work Outside Unit if responder is interested and available to work outside the local unit.

7. Check/Available to Instruct if responder is interested in participating as an instructor.

8. Check/Take International Assignment box if responder is interested in taking international assignment.
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These fields, Work Outside Unit, Available to Instruct, and Take International assignment are optional fields.    
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Navigate to the Career Path Tab by clicking on the tab at the top of the page

9. Enter/Select Agency Code.
10. Enter/Select a position the responder is qualified for.  Entry-level employees will not have any available incident position codes.

11. Click Career Path button.  This step not available for entry-level positions.
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 button is only available when the responder is qualified for an incident position.  To find a responder’s qualified position(s), click on the magnifying glass next to the Position field, this will return the responders qualified positions.  Select a position as a baseline for career path.  Click the Career Path button to pre-fill possible target positions one to two levels above the selected position.  For example, if Aircraft Base Radio Operator (ABRO) is selected as the baseline position and the Career Path button is clicked the first move will auto populate with the next move up (TOLC) as the first move and (DECK) as the second move.
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A button to the PMS 310-1 and 5109-17 are provided and can be very useful in planning the responder’s short term and long term target positions.  Beginning on page 100 of the PMS 310-1 are the qualifications flow charts.  

12. Select Career Move value for your first target position.
13. Enter Option # only if you have more than one target position per move.

14. Enter/Select Target Date for each position identified.  This is the date which you estimate the responder will meet all the requirements to be qualified for the position.

You can think of the “Move” values as defining the upward movement in qualifications system.  For example, FFT2 comes before FFT1 therefore it makes sense that FFT2 would be the first move and FFT1 would represent the second move.  In cases where there is parallel development you might have more than one 1st move or 2nd move.  In these cases you will use the option field to delineate them.  For example, if a responder is qualified as a FFT2 he/she can establish two target positions FFT1 and FEMO.  Since FFT2 is a direct prerequisite for both those positions it would make sense to label both these moves as 1st moves and distinguish by using the option field.
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Enter/Select Agency Code.  

Position Codes are defined in relation to the Agency Code.  For Interior agencies most jobs can be found under the NWCG0 Agency Code.  Forest Service employees can find most of their positions under FS000.  When agencies augment the common requirements represented by the PMS 310-1, or establish an agency specific position, a new position code will need to be created that is defined by that agency’s code e.g., BIA00.   To enter agency specific positions into the career plan, enter the appropriate Agency Code.

16. Enter the Position by either typing in the position mnemonic or using the lookup feature to select the code for the responder position.  
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Click on the drop down menu on the Readiness Field.  The two values are 1 to 3 yrs and 4 to 5 yrs.  Select the one that best describes how long before the responder plans to be ready for position qualification.

Readiness values determine whether a position target is a long term target or a short term target.  Readiness of 1 to 3 years equals a short term target, 4 to 5 years equals a long term target.
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Each time you want to add another position to the career path click the yellow 
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  and repeat the steps outlined above for each position added.

19.  When you have entered all the positions on the career path Click [image: image6.png]


 at the bottom of the page.

The Career Goals Tab is an optional feature of the Career Planning Component.  The information entered as career goal is free form allowing a greater definition of the career goals.  For example, an employee and supervisor may document that their goal is to have the responder gain experience in a certain fuel type.

20. Navigate to Career Goals Tab by clicking on the tab at the top of the page or clicking on the hyperlink at the bottom of the page.  Notice that some information is auto-populated at the top of the page: Name, ID, Empl Rcd#, effective date, career plan review date, agency code and name,  and department code.
21. Enter or use the calendar feature to set the Estimated Completion Date in Short Term Career Goals box.

22. The Actual Completion Date will be completed during the review process.  

23. Enter the description of the Career Goal in the appropriate row (Next 1 – 3 Years or 4-5 Years).

24. Click on yellow 
[image: image7.png]


  button to add another row and describe another career goal.

25. Repeat the steps outlined above for each new short term or long-term goal created.

The Career Mentoring Tab is an optional feature of the Career Planning Component.  It is not necessary to use this function to create an Incident Responder Career Plan.  The Career Mentoring Tab is similar to the Career Goals tab.  It features free form data fields that allow the supervisor and employee the ability to describe the details of the career plan.

26. Navigate to Career Mentoring Tab by clicking on the tab at the top of the page or clicking on the hyperlink at the bottom of the page.
27. Type in the mentor’s Name in Career Strength/Development Area of the page.

28. Select the Mentor Type that best describes the relationship of the mentor to the responder.
29. Enter Estimated Date that you think the mentoring will be completed.
30. Enter the Completion Date when the mentoring activity is completed.
31. Enter Career Goal for the responder to achieve through this mentor.

32. Click 
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 button to add additional mentors.  

33. If you add a new row, review the steps above to define the mentoring activity.
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34. Navigate to Career Training Plan tab by clicking on the tab at the top of the page or clicking on the hyperlink at the bottom of the page.  Notice that some information is auto-populated at the top of the page: effective date, career plan review date, business unit, job code from career path page, department ID and description.

35. Click [image: image10.bmp] button at bottom right of page.  Correct History mode is required to use Training Plan Button.

36. Clicking the Training Plan button will return all the required and suggested courses, associated with the target positions entered on the career path page.

37. Each training course has a sequence number attached.  For each training sequence, enter or select, using the calendar feature, the estimated date for completion of the training.

38. The actual Completion date will be automatically updated by the system if the course was taken through the IQCS session management system.  If the course was taken outside the IQCS session management system, the completion date will have to be manually updated.

39. A course returned as part of the target positions training program will include data in the following fields.  Course code e.g., I100, the required box will be checked if required, and whether the course is an internal IQCS course.

40. Enter the date the need for training was identified.  Normally this will be the date the plan was created.

41. If the training you are including in your training plan is being handled outside of the IQCS training management system, e.g. attending a local junior college, then you need to select that school from the school table by clicking on the [image: image11.bmp] button.

42. If the school you are looking for is not located in the school table look up you can simply type in the school name in the name field.

43. The estimated cost field is not tied to any other functions in the IQCS system but provides a field for the supervisor to record estimated training costs if desired.

44. The actual cost is an optional field that can be used to record the actual costs associated with the training.

45. To view all the courses in the training plan, click “view all.”

46. To add any training course to the training plan simply start by adding a row by clicking on the 
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 button.  Enter the course code or search for the course by clicking on the [image: image13.bmp] button.  Review the above steps and include the same information about each course added.

47. Click[image: image14.bmp]at the bottom of page.

You have now set goals for the responder.

	
[image: image15.png][Training Program

tacra  Last

Required

School:

cstmateavate: [ 6 compleonpate: || B =1

“internalExternal 113 Date Need ldentifie

Name: ]
EstimatedCost: || acwalCost ||

Sequence:

Required

senoor [ ]

Estmatedate: | |Gl Completion Date:
v
Courso Tite; [T ITaNT Fre Beavior

[intermal Date Need denife

Estimated Cost: || Actual Cost:

—







After completing the Incident Responder Development Plan you can run a report to document the responder’s development plan.  The IRDP report represents an agency’s and individual’s commitment to attaining the targets set forth in the plan.  The printed hard copy can be kept as an easily accessable document for the individual.  To run this report, refer to Module 13 Reports.

Exercise 3-1 - IRDP


Enter the following data into the system by referring to the instructions provided in the previous pages outlining the activity Incident Responder Development Plan, IRDP.
Supervisor/candidate interview to discuss agency/candidate goals and create IRDP
Login: STUDENT
	Step
	Action
	Input

	1
	Navigate to Workforce Development > Career Planning > Prepare Evaluation/Career Plan > Create Career Plan
	

	2
	Employee
	Rookie,Paul M

	3
	Effective Date 
	05/15/2004

	4
	Career Plan Review Date
	10/15/2004

	5
	Projected Retirement Date 
	Accept default

	6
	Work Outside Unit box
	skip

	7
	Available to Instruct
	skip

	8
	Take International Assignment box
	skip

	9
	Navigate to Career Path Tab by clicking on the tab at the top of the page. 
	

	10
	Agency Code
	NWCG0 for Interior

FS000 for Forest Svc

	11
	Job Code

	Delete default job code

	12
	Click Career Path button
	Skip step

	13
	Click on PMS 310-1 yellow button
	Skip 

	14
	Select Career Move
	1st Move

	15
	Option #
	Leave blank

	16
	Target Date 
	06/15/2005

	17
	Agency Code
	NWCG0 or
FS000 

	18
	Position 
	FFT2

	19
	Readiness period
	1-3 yrs

	20
	Click on yellow “+” button
	

	21
	Career Move
	2nd Move

	22
	Option #
	Leave blank

	23
	Target Date 
	06/15/2005

	24
	Agency Code or SetID
	NWCG0 or

FS000

	25
	Position 
	HECM

	26
	Readiness period
	1-3 yrs

	27
	Click Save at the bottom of the page.
	

	28
	Navigate to Career Goals Tab by clicking on the tab at the top of the page or clicking on the hyperlink at the bottom of the page.
	

	29
	Click on Correct History button.
	

	30
	Estimated Completion Date in Short Term Career Goals box.
	06/15/2004

	31
	Actual Completion Date.
	N/A

	32
	Goal (Next 1 – 3 Years)
	FFT2

	33
	Click on yellow “+” button
	

	34
	 Estimated Completion Date 
	06/15/2005

	35
	Actual Completion Date.
	N/A

	36
	Goal (Next 1 – 3 Years)
	HECM

	37
	 Estimated Completion Date in Long Term Career Goals box.
	Skip

	38
	Actual Completion Date.
	Skip

	39
	Goal (Next 4 - 5 Years)
	Skip

	40
	Navigate to Career Mentoring Tab by clicking on the tab at the top of the page or clicking on the hyperlink at the bottom of the page.
	

	41
	Enter Name in Career Strength/Development Area
	Marty Mentor

	42
	Mentor Type
	Mentor

	43
	Estimated Date
	06/10/2004

	44
	Completion Date
	Skip

	45
	Career Goal
	Map & Compass skills

	46
	Click “+” button for additional Names, if appropriate
	

	47
	Enter Name in Career Strength/Development Area
	Joe Rotor

	48
	Mentor Type
	Coach

	49
	Estimated Date
	05/12/2005

	50
	Completion Date
	Skip

	51
	Career Goal
	Helispot construction

	52
	Navigate to Career Training Plan tab by clicking on the tab at the top of the page or clicking on the hyperlink at the bottom of the page.
	

	53
	Click Training Plan button
	

	54
	For each Sequence, Enter Estimated Date
	06/05/2004 for S130

	55
	Completion date
	skip

	56
	Look up/ select course 
	Accept default

	57
	Course Title
	Accept default

	58
	Required box
	Accept default

	59
	Internal/External
	Accept default

	60
	Date Need Identified 
	05/15/2004

	61
	School
	skip

	62
	Name
	skip

	63
	Estimated Cost
	skip

	64
	Actual Cost 
	skip

	65
	Click on View All in the Training Plan line
	

	66
	The next three courses will only address the fields that require actions.  Skipped and defaulted fields will not be addressed since they were addressed for S-130.
	

	67
	Estimated Date for the second course
	06/06/2004 for S190

	68
	Date Need Identified
	05/15/2004

	69
	Find S271 sequence box 
	

	70
	Estimated Date for S271
	7/14/2004

	71
	Click Save button at bottom of page.
	Save



Interior Agencies select NWCG0 for most positions.  Exceptions are agency specific jobs i.e.,  “RXB3.” 


USFS responders select FS000.	
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Estimated date responder will obtain qualified status for identified position.
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This field will be checked according to the PMS 310-1 and 5109.17 rules if the courses is required.  
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Links to the 310-1 and 5109-17 are provided. 
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Position field defaults to OPM job series.  Clicking on magnifying glass will return any incident positions responder is qualified for.  





Internal indicates that the course is within IQCS.





School field and name field only apply to external training sessions.
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