Agency Administrator State Office/Field Office
Checklist #01

Unit Agency Administrator
Checklist #01
	Location:

	     
	Date:
	     

	Respondent:

	     
	Reviewed By:  
	     

	Key Code: E = Exceeds Standard     M = Meets Standard    NI = Needs Improvement     NR = Not Reviewed

	Description
	Code
	Remarks

	1. 
	The Agency Administrator ensures coordination between Fire Program and Unit Safety Program personnel.  The Unit Safety Program has an active safety committee and the administrator participates.
	     
	     

	2. 
	Review the Unit Safety Plan, which includes the Fire and Aviation Program.  Is it current?  When was it last updated?
	     
	     

	3. 
	The Agency Administrator has a copy of the “Agency Administrator’s guide to Critical Incident Management.”  NFES 1356.  Phone numbers are updated.
	     
	     

	4. 
	The Agency Administrator ensures that fire and aviation managers meet agency training and experience requirements, including Basic Aviation Safety A-101
	     
	     

	5. 
	The Agency Administrator ensures that designated “actings” are trained and qualified to manage fire program related administrative and line officer activities.
	     
	     

	6. 
	The Agency Administrator has completed the “Interagency Fire Management Leadership Course”.
	     
	     

	7. 
	The Agency Administrator ensures that qualified non-fire personnel, including resource advisors, are available for and respond to fire assignments.
	     
	          

	8. 
	Review a Delegation of Authority (BLM Form 1203-1) for the Agency Administrator’s “acting”.  Does it adequately articulate the Agency Administrator’s delegated responsibilities for fire program related activities? 
	     
	     

	9. 
	Review the Agency Administrator’s Delegation of Authority to the Unit FMO.  Does it provide an adequate level of operational authority for the FMO?
	     
	     

	10. 
	The Agency Administrator has a current Unit Fire Management Plan (FMP) that addresses Wildland Fire Implementation (WFIP) and has been approved by the National Office.  When was it last signed?
	     
	     


	11. 
	The Agency Administrator ensures that fire funds are used for fire program activities according to agency policy.
	     
	     

	12. 
	The Agency Administrator has developed unit specific interdisciplinary fire protection and use standards and constraints that are in compliance with Department of Interior and BLM fire policies.
	     
	     

	13. 
	The Agency Administrator convenes and participates in annual pre-and post-season fire meetings.  Ensures that unit management teams review fire and aviation policies, Delegations of Authority, and fire management roles and responsibilities.  Meetings specifically address management oversight, critical safety issues, and high risk situations. 
	     
	     

	14. 
	The Agency Administrator ensures that fire and aviation preparedness reviews are conducted in all field offices each year.  Personally participates in at least one preparedness review annually.
	     
	     

	15. 
	The Agency Administrator ensures that recommendations resulting from fire program reviews, fire preparedness reviews, fire and aviation safety reviews, and post-season fire reviews are acted upon and resolved in a timely manner.  
	     
	     

	16. 
	The Agency Administrator annually meets with major cooperators and reviews interagency agreements and memoranda of understanding (MOUs) to ensure they are current and effective. 
	     
	     

	17. 
	The Agency Administrator or delegate participates in in-briefings and closeouts for Type I and Type II fires.
	     
	     

	18. 
	The Agency Administrator provides management oversight by visiting wildland and prescribed fires each year.
	     
	     

	19. 
	The Agency Administrator monitors the current fire situation and provides management oversight during periods of critical fire activity and when other high risk activities are under way.
	     
	     

	20. 
	The Agency Administrator ensures that appropriate staff members are informed of daily fire activity, fire danger and weather forecasts.
	     
	     

	21. 
	The Agency Administrator ensures that investigations are      conducted for incidents, entrapments, and serious accidents as per Interagency Standards for Fire and Fire aviation Operations, Chapter 02
	     
	     

	22. 
	The Agency Administrator ensures that trespass actions are initiated and documented to recover cost of suppression activities, land rehabilitation, and damages to the resource and improvements for all human-caused fires where liability can be determined, as per H-9238-1.
	     
	     

	23. 
	The Agency Administrator understands approving authorities/limits for compromise settlement, alternative compensation methods, and settlement recommendation responsibilities for trespass fires.
	     
	     

	Field Office Agency Administrator Specific Questions

	24. 
	The Agency Administrator ensures that appropriate management response is taken on all wildland fires. 
	     
	     

	25. 
	The Agency Administrator ensures that a Wildland Fire Situation Analysis (WFSA) is completed, approved, and certified daily for all fires that escape initial attack as defined in the Interagency Standards for Fire and Fire Aviation Operations, Chapter 10. 
	     
	     

	26. 
	The Agency Administrator has an established process to brief incoming Incident Management Teams as per the Interagency Standards for Fire and Fire Aviation Operations Chapter 11.
	     
	     

	27. 
	The Agency Administrator ensures that a Wildland Fire Implementation Plan (WFIP) is completed, approved, and certified daily for all fires managed for Wildland Fire Use objectives. 
	     
	     


For the National Preparedness Review you will need to have to following items available for review.

	Checklist

Item #
	Documentation

	2.
	Current Unit Safety Plan

	3.
	Agency Administrator’s Guide to Critical Incident Management. (NFES 1356)

	8.
	Delegation of Authority (BLM Form 1203-1) to identify the Agency Administrator acting.

	9.
	Delegation of Authority (BLM Form 1203-1) which covers FMO’s operational authority.

	10.
	Fire Management Plan.

	
	

	
	Required reference materials:

	
	Interagency Standards for Fire and Fire Aviation Operations 2003

	
	Fire Program Management Qualifications Standards
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