
 

1 

 

WEST VALLEY FIRE ACADEMY 
 

Academy Policies and Recruit Handbook  
 

Purpose of Course 
 
  The West Valley Fire Academy (WVFA) will follow the schedule given on the first 
day of classes, which will also be available online at WVFA’s official website. Any 
changes to the schedule will be noted immediately. Homework will consist of assigned 
reading and workbook chapters to be completed before class utilizing student online 
training website Resource One. All online training hours performed by the recruits shall 
be recorded by Resource One which includes the student’s quiz and tests scores and 
workbook. 
 

By attending WVFA, each recruit assumes the responsibility of participating in 
the activity of firefighting with a full understanding of the associated risks. The training 
grounds used by WVFA officials have many controlled situations where practical 
applications of skills are performed. Training may include live fire, large/heavy hand and 
power tools, and hazardous environments. WVFA officials take every precaution to 
ensure the recruit’s safety during these training exercises.  
 

The Academy will train firefighters to the NFPA Standard 1001 (Firefighter’s 
Professional Qualifications), of which is granted through the Utah Fire and Rescue 
Academy. It is the responsibility of the each individual that they can pass all required 
skills per these standards. These standards, if completed with passing scores, allow the 
recruit to obtain Firefighter 1, Firefighter 2, Haz-Mat Awareness, and Haz-Mat 
Operations certifications. Based upon the written exams and practical skills 
assessments, WVFA has a 98% pass rate for its recruits. 
 

Our instructors are certified through the Utah Fire and Rescue Academy. Our 
instructors are prepared to follow the guidelines through the UFRA skills booklets. 
Copies of these booklets to be used during WVFA courses will be issued to recruits on 
the first day of class and can also be found online. 
 

Responsibility 
 

It is the responsibility of the WVFA training instructors to provide and coordinate 
Academy classes. It is the responsibility of every recruit attending the course to adhere 
to all requirements specified in this Handbook while attending the Academy. These 
include, but are not limited to attendance, written scores, practical examinations, and 
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evaluations. Any deficiencies shall be dealt with by the Program Administrator as 
outlined in the Academy Contract.  

 
If a recruit requires testing assistance, it is the recruit’s responsibility to inform 

the Program Administrator within a timely manner. 
 

Code of Ethics and Recruit Conduct 
 

Recruits, firefighters, and instructors are held to the highest ethical and 
professional standards. As a member of WVFA, lying, stealing, cheating, or 
unprofessional behavior of any kind will not be tolerated. Such behavior may lead up to 
being placed on probation or dismissal from the Academy.  
 

Break periods will be provided as the instructor deems necessary. There will be 
no smoking or chewing tobacco in the classroom or at any of the Academy functions 
(i.e., practical classroom applications off the WVFA campus). Food and/or drinks will be 
allowed in class if it does not interfere with classroom learning. Recruits are responsible 
for their own personal hygiene, as well as the sanitization of all workspaces used at 
WVFA (see Classroom Inspection Policy for further information). 
 

Personal protective equipment (PPE) will be worn as directed by the instructor. It 
is the responsibility of the recruit to maintain and sanitize all PPE required for use at 
WVFA. Any damaged or missing equipment must be reported to the Program 
Administrator. Full PPE and the required Academy uniform shall be with the recruits at 
all Academy sessions. No bunker gear is allowed in the classroom.  
 

Chain of Command  
  

The Fire Academy will be operated as a para-military organization and will 
adhere to chain of command operations. Each recruit will be assigned to a company 
officer, who will be selected from the recruits. There will also be assigned Battalion 
Chiefs, who are interns from previous courses. The Program Administrator will be 
responsible for handling the identified concerns or problems at hand. All information 
will be distributed utilizing the chain of command. 

 
Exceptions to utilizing the chain of command are permissible when the issue 

involves human dignity, harassment, and safety. In these, or any other serious 
situations, the recruit is free to approach anyone in the organization to address the 
concern. Any perceived violation or harassment must be immediately reported. 

 
Health Requirements and Other Pre-Requisites 

 
 All recruits must be at least 18 years old to enroll in WVFA. The recruit is also 
responsible for obtaining and providing documentation of a physical examination 
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meeting NFPA 1583 standards within six months of their enrollment date with WVFA. 
The results of this exam must indicate that the recruit is in good physical condition to 
participate in WVFA training. The NFPA form can be found on wvfireacademy.com under 
forms. 
 
 Further, the recruit must have a minimum of high school diploma with and 
English and Math competency and must have successfully completed an Healthcare CPR 
class. The recruit must also have completed the ESFF 1000 (or equivalent) with a 80% 
minimum score.  
 
 Prior to the first day of classes, recruits must have reviewed the standards at the 
following website: http://www.uvu.edu/ufra/certification/standards.html 

 
Emergency Procedures and First Aid 

 
If an emergency occurs while on WVFA campus, the emergency must be 

reported immediately to an instructor. All activity will be stopped until the emergency 
situation is secured. Recruits are required to report any injury that occurs, regardless of 
size or extent of injuries.   

 
A first aid kit is available for general use by recruits and staff. WVFA is 

responsible for stocking the kit with the necessary supplies. If the emergency requires 
greater medical attention, a fire station is located two hundred feet to the South of the 
WVFA campus.  

Media and Electronic Device Usages 
 

Recruits acknowledge that no media and/or electronic devices (i.e., cell phones) 
are allowed during class times and testing times. Recruits may not use these devices at 
any point during classroom time, unless given permission by an instructor or other 
WVFA staff, or in cases of extreme emergency.  

 
Cell phones and other personal electronic devices may be used on break times 

but must be immediately put away once class resumes. Recruit misuse (i.e., excessive 
texting/phone calls, emailing, or any other disruptive actions concerning to other 
recruits or instructors) of electronic devices is subject for probationary action, and may 
be cause for termination from classes.  

Please see Media and Electronic Device Usages Policy for complete details. 
 

Probation 
 

 Any recruit unwilling to follow the outlined policies and procedures of WVFA will 
be placed on probation. The following guidelines will be used: 

1. If the offense is the first offense, recruits will be issued an official warning.  

about:blank
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2. Second offense violations will be recorded, and the recruit will be placed on 
probation. The recruit will be given written notice of offense and corrected 
actions. 

3. A third offense will result in dismissal from the course. 
 

Please refer to the official WVFA Probation Policy for complete details and examples of 
probationary cause. 

Recruit Costs 
 

WVFA tuition costs will provide the recruit with two WVFA t-shirts, webbing, 
helmet, textbooks and workbooks, and necessary documents/handouts. WVFA will also 
provide rope, SCBA, and necessary props for the recruit’s use.  

 
The recruit is financially responsible for supplying their own house uniforms 

(navy blue pants, and a black belt), Nomex hood (or equivalent), firefighting gloves, 
steel-toed boots (black, round-toe), and safety glasses. The recruit may also purchase 
additional WVFA t-shirts (recommended), WVFA sweatshirts (recommended), hats, and 
beanies from WVFA. NOTE: Any clothing worn on WVFA campus must have no visible 
logos or affiliation besides that of WVFA. Recruits are also encouraged to bring 
necessary classroom study materials (i.e., pencils/pens, notebooks, highlighters) to each 
class.   

 
The recruit is required to provide proof of medical insurance coverage and a 

physical examination by the first night of class. The recruit is responsible for obtaining 
medical insurance and the resulting costs. The medical insurance must cover the recruit 
for the entire course, including state test dates.  

 
Attendance 

 
 Recruits will only be allowed two excused absences (i.e., jury duty, court 
summons, and serious family emergencies) while enrolled in WVFA. Any and all excused 
absences will be made up by submitting an essay/paper, which will be due the following 
class period. If the recruit is unable to attend a class, the recruit MUST notify the 
Program Administrator or contact, Lee Monsen (801-558-2492), prior to the start of 
class.  
 
 Any recruit with two or more excused absences will be placed on probation, up 
to the state test. At this time, all skills must be passed off, all quizzes and tests passed 
with 80%, and required make up work completed.  
 
 Please see full Attendance Policy for complete details.  
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Academic and Practical Skills Standards and Tests 
 

During the academy, each recruit must meet the following requirements in order 
to successfully complete the course and be eligible to complete the state certification 
tests: 

1. Quizzes will be given on the previous class subject/ assignment. 
a. These quizzes will be administered online and will be taken on the 

recruit’s own time. There will be a due date associated with each quiz. 
b. The recruit must pass each quiz with a minimum of 80% or greater. 
c. NOTE: Recruits should be advised that all quizzes are electronically 

monitored for methods of cheating. 
2. A midterm and final test of approximately 100 questions will also be given in 

class to recruits. Recruits must pass both tests with a minimum of 80% or 
greater.  

3. Practical skills will be covered nightly in classes and will be revisited for recruit 
review on Saturday classes. 

a. The instructor-to-recruit ratio when teaching the practical skills will be 1-
to-5. However, if personal safety is a concern, the instructor-to-recruit 
ratio will be 1-to-3.  

4. Practical skills must be passed with 100% completion. 
a. The recruit will be allowed three attempts at the practical skills. The first 

two attempts can be made on the same day; the third attempt must 
occur on a separate day, and mandatory study time will be issued. 

5. Tests must be made up within two weeks of taking the initial test. Test re-takes 
must be scheduled with an instructor or the Program Administrator in advance. 

6. Scores will be kept confidential in the Administrator’s office. 
a. Progress reports will be available for viewing daily via the spreadsheet 

located in the classroom. Recruits will be given a number value 
corresponding with their scores to maintain academic anonymity. 

 
 Per Utah Fire Service Standards and Training Counsel (UFSSTC), recruit records 
will be retained by WVFA for 4 years, including, but not limited to, the following: 
attendance records, test scores, certification scores, skills pass off sheets, and practical 
exam pass/failures. Further, UFSSTC standards dictate that all certifications obtained 
through WVFA remain current for three years. After that time, recruits will need to be 
recertified with an affiliate organization.  
 
 Please see the full Test and Files Policy for complete details. 
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Files Access 
 

Recruits are will be allowed access to their personal files. However, recruits will not 
be allowed to view the files of others. All personal protections will follow local and 
federal laws.  

The following steps are required for accessing secure files at WVFA:  
1. A written request must be submitted to the Program Administrator. 

a. Must include specifically which files are to be accessed, as well as a 
reason for their viewing (i.e., court order, to make a copy, etc.).  

2. Requester must allow at least two business days for processing of claim. 
3. If approved, Administrator and requester must be on WVFA campus for access to 

files. 
a. NOTE: No original documents may be removed from the premises.  

 
Please see the full Test and Files Policy for full details.  

 
Text Book 

 
 The following textbooks are required for use during attendance at the Academy, 
and will be included in tuition costs: 
 
  The Essentials of Firefighting (with workbook), IFSTA, 7th Ed.  
  Hazardous Materials for First Responders, IFSTA, 5th Ed.  
 

College Credit 
 

College credit for courses taken at WVFA may be obtained through Utah Valley 
University (UVU). The recruit must successfully pass the UFRA certification before being 
eligible for college credit. NOTE: UVU will only allow 16 hours towards a college degree. 
(Ex: Seven credit hours for the Firefighter 1 course, three credit hours for the Firefighter 
2 course, three credit hours for the Haz-Mat Awareness and Operations course, and six 
credit hours for the EMT course). 
 

Eligibility of Employment 
 

Upon graduation and certification from WVFA, recruits can apply to fire 
departments which accept the IFSCC or Pro Board certifications. In no way does WVFA 
guarantee a recruit’s employment after graduation/certification. WVFA does not track 
nor follow the recruit once they have successfully completed the Academy.  
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Physical Training 
 

Currently, WVFA does not allow designated classes for PT development. All 
physical fitness requirements must be met by recruits of their own time and will. It is the 
responsibility of the recruit to consult with a physician before beginning a physical 
training program or participating in this Academy. However, recruits will be involved 
with some PT daily during class and through a demerit system. Demerits are given for 
violations of safety, rules, or uncompleted assignments. If at any time a recruit feels 
they are not fit for the tasks, it is the recruit’s responsibility to report to the instructor. A 
doctor’s release will be required as proof for injuries that prevent the recruit from 
participating in PT activities.  

 
Veteran/G.I. Bill Recipients 

 
West Valley Fire Academy WVFA is an approved Veteran’s Affairs VA education 

facility. WVFA accepts G.I. Bill Chapter 31 and Chapter 33 and will allow the participant 
to enroll and begin classes if the student provides WVFA with a “Certificate of Eligibility” 
(COE) form. 
 
The G.I. Bill annual reporting fees ARF are used to ensure the support of the veterans 
through this program.   
 
Contact Captain Brian Christensen for any questions. 
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 RECRUIT ACKNOWLEGEMENT AND UNDERSTANDING 

OF ACADEMY POLICIES AND HANDBOOK 
 
 
 I have thoroughly read and agree to the above policies while attending courses 
at West Valley Fire Academy (WVFA). I understand that these above policies are 
intended to be a brief overview, and it is my responsibility to review the complete 
policies should I have any additional questions.  
 
 
______________________________________________________ 
(Print name) 
 
______________________________________________________ 
(Signature) 
 
______/________/__________ 
(Date)  
 
 
 

OFFICE USE ONLY: 
 
Approved by 
 
______________________________________________________ 
(Print name) 
 
______/_______/__________ 
(Date) 


