FLINT HILL FIRE DEPARTMENT 
GENERAL POLICY

230.01 INCIDENT REPORTING                                      
PAGE 2

	[image: image1.jpg]



	FLINT HILL FIRE DEPARTMENT

GENERAL POLICY


Policy Number: 230.01
Policy Title:
Incident Reporting 
Adopted:   01/17/2014



Rescinds:  New

Approved By:   






 (Chief)

I. PURPOSE:

To define the expectations of the Flint Hill Fire Department (FHFD) regarding the documentation of incidents the FHFD responds to.
II. DISCUSSION:

The FHFD provides many services to the community beyond emergency response. These include fire prevention, public fire education, service calls, etc. This policy provides guidance for which services the department provides should be documented in the FHFD incident management system. It also provides some detail regarding the content of FHFD incident reports.   
III. POLICY:

1) In general, anytime department apparatus, equipment or manpower is used to assist the public or another agency the actions taken by the department should be recorded in the FHFD incident management system.
a) Examples of incidents to be recorded:
i) Incidents dispatched by York County FireCom
ii) Fire Prevention Events (e.g., schools, daycares, home safety survey, etc.)
iii)  Other Public Service Events (e.g., birthdays, neighborhood festivals, parades, etc.)
iv) Service Calls not received via FireCom (e.g., detector checks, Knox Box keys, etc.)
v) Preplans (if the visit is onsite)
2) The FHFD participates in the NFIRS federal fire reporting system. All incident reports must conform to NFIRS standards. 
a) A NFIRS codes guideline is available on the FEMA website. 
3) All incidents should be recorded on an Incident Report Form. See attachment 230.01 INCIDENT REPORT FORM for an example. The latest version of the form is available on the department computer network.
a) This form is provided for collection of the appropriate information regarding an incident. Different incidents require different information. The form is organized into sections to assist with determining the required information for a given incident. 
i) Yellow highlighted items are required for all incidents
ii) Blue headings indicate the sections used for specific incidents.
4) Incidents are numbered sequentially by dispatch (starting) date/time beginning with 1 on January 1st of each year. 
5) Complete, well written narratives are critical for proper incident documentation. 
a) Narratives should “tell a story” so that a reader not present at the incident can get a complete picture of what the FHFD did.
b) Narratives should include the following:

i) The type of incident dispatched. This may not be what was actually found.

ii) The first FHFD apparatus on the scene. 

(1) If no apparatus arrives on the scene (e.g., FH 9 arrives in C1 and cancels response before an apparatus arrives) then a support vehicle may be listed as the first arriving unit.  
(2) If the incident is canceled before any FHFD vehicle arrives (POV’s don’t count) then no unit needs to be listed. When this occurs the narrative should specify who authorized the cancelation, whether they were on scene or not, and if a reason was given for the cancellation. For example, “Flint Hill units canceled en route by TC 9 on scene, smoke detector activation due to burnt food on the stove, scene under control” or “FH  E1 cancelled en route by alarm company, false alarm”.
iii) The situation found by the first arriving unit. 
iv) Who assumed command and any subsequent changes to the IC.
v) In general narratives should be written in the order events occurred with additional information included at the end.

vi) Paragraphs or blank lines should be used for readability.

vii) The status of all responding units (including aid units) and the order they arrived (e.g., “FH E2 arrived on scene and established water supply, immediately followed by FM E1whose crew was assigned RIT by the IC.  IC requested TC E4 stand by at FH Station 1, PFD E2 was cancelled by IC”). 

viii) The tasks accomplished on scene and who accomplished them. (e.g., “FH E1 crew deployed oil dry to fluid leaks, FH S1 crew performed traffic control after securing the battery of the overturned vehicle”). It is important to include all major tasks performed. 

ix) Narratives should be detailed but not overly verbose.

x) Fire service jargon should be avoided if possible. Narratives should be able to be read by the public at large, insurance adjusters, attorneys, etc. If jargon must be used and it cannot be interpreted from the context of the narrative then explain what it means to the degree possible. For example, “A TIC (Thermal Imaging Camera) was used to check for extension in the wall”. 
6) See SOP 803.01 INCIDENT DATA ENTRY for the complete Firehouse Software data entry procedure.
