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I. PURPOSE:

To define the record keeping and reporting methods used by the Flint Hill Fire Department (FHFD) to comply with the legal requirements and ethical standards expected of a fire service organization.
II. DISCUSSION:

The FHFD maintains a multitude of records related to personnel, equipment, facilities and activities. Many records are maintained using computer systems while others are kept via paper. Some are maintained in multiple formats. The requirements for what data is kept, how long it is kept, who had access to it, the storage medium, etc. are defined by laws, standards and generally accepted good practices depending on the data.  It is the intent of the FHFD to maintain records in an appropriately secure manner that is as efficient as reasonably possible.  Records and reports will be released to the public or other interested parties based on the legal and ethical requirements on an as needed basis. 
III. POLICY:
INCIDENT RECORDS 
1) Incident response records are public documents and as such are available to anyone who requests them. 
2) Incident records are maintained using Firehouse Software.
a) A limited number of department personnel have access to view and enter incident reports into the software.
b) See SOP 803.01 INCIDENT DATA ENTRY for details on the data entry procedure.
3) See Policy 230.01 INDIDENT REPORTING for details on which incidents are reported and how reports are completed.
4) All requests for incident reports should be forwarded to the Fire Chief or Deputy Chief.  
a) Only these two officers should generate and distribute incident reports. This includes incident reports distributed to other agencies.

b) Official incident reports are generated from Firehouse Software only. Paper incident reports are considered preliminary and should never be distributed.
PERSONAL RECORDS

1) The department maintains the following types of personal records on firefighters: 
a) Profile 
i) Application (Employment or Volunteer)
ii) Address
iii) SSN
iv) Drivers License
v) Emergency Contacts
vi) Work History
vii) Education
b) Criminal Background
c) Health
i) Annual PAT Results
ii) Annual Physical Results
iii) Hepatitis B Vaccination
iv) Injury 
d) Disciplinary
e) Attendance
f) Compensation (Employees only)
g) Performance Reviews (Employees only)
2) Most personal records are confidential. 
a) Paper records are kept in a locked office at FHFD Station 1.
b) Electronic records are kept in password protected computers/servers.
c) Access is allowed on a “need to know basis” per applicable laws.
3) Computer generated reports are available.
a) Non sensitive information (e.g., name, rank, etc.) is generally available upon request.
b) Sensitive information (e.g., SSN, work history, disciplinary actions, health related, etc.) is only given out when legally required. 



   
TRAINING RECORDS
1) Training records are maintained for all emergency response personnel. See Policy 211.01 TRAINING PROGRAM for details on how and what training records are kept.
2) Training records are public documents and are available upon request. 
3) Training records are maintained in both paper and electronic format. Some are maintained in both forms while others are only available in electronic form.
4) Computer generated reports are available for training records.
INVENTORY RECORDS

1) Inventory records are maintained electronically using Firehouse Software. 

2) The following types of inventory records are maintained:  
a) Hose
b) Firefighting equipment on apparatus
i) Hand tools, power tools, ladders, monitoring equipment, appliances, etc.
c) SCBA
i) Packs, cylinders, masks, etc
d) PPE issued to members
i) Helmet, flash hood, turnout coat, turnout pants, gloves, boots, etc.
e) Uniforms
f) Pagers & radios
3) Many items in the inventory records are assigned to specific locations in apparatus.  Apparatus Inventory Sheets are used to manage the equipment assigned to apparatus. See SOG 502.03 FIREFIGHTING EQUIPMENT INVENTORY for details.
4) Inventory records are generally public documents and are available upon request. 
5) Computer generated reports are available for inventory records.
EQUIPMENT TESTING RECORDS

1) Testing records are maintained for the following items: 
a) Apparatus Pumps (performed by YCDFS)
b) Ladders (performed by YCDFS)
c) SCBA (performed by YCDFS)
d) Air Compressor Quality
e) Hose
2) Equipment testing records are public documents and are available upon request. 
3) Equipment testing records are paper records only. No computer generated reports are available.
LEGAL RECORDS
1) Numerous non personnel specific legal documents are maintained by the department. These include contracts, ordinances, purchase records, 1%, VIP, LOSAP, etc.
a) Generally these documents are confidential and not available for public viewing.
b) Legal records are predominately paper records though some (e.g., some purchasing records) are kept in electronic form. 
2) Department legal records are kept in a locked office at FHFD Station 1.
3) Generally no reports are available for legal records. 
