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I. PURPOSE:

This SOG specifies the parameters for FHFD fire preplan management and the manner in which preplan information should be collected and published.
II. DISCUSSION:

Complete, accurate and readily available preplan information is an important resource for incident commanders so this SOG has been developed to provide guidelines for the management of department preplans.  Different methods of data collection are specified as well as how preplans are published.  The department utilizes Firehouse Software for both the management and publishing of FHFD preplans. 
This SOG also specifies how often preplans are updated, when a preplan should be developed for a new occupancy, what occupancies should be preplanned and the responsibilities of department personnel in developing preplans.

III. GUIDELINE:
OCCUPANCIES TO BE PREPLANNED
1) All commercial, industrial, educational, assembly and religious occupancies within the FHFD fire district should have a fire preplan.
2) The primary source for determining the occupancies requiring preplans are York County Fire Inspection Reports as provided by the county inspectors assigned to the areas served by the Flint Hill Fire District.  Additional occupancies will be determined by visual observation of structures within the district (e.g., churches, which are not subject to county fire inspection) that merit a preplan.  

3) Every effort should be made to develop and maintain up-to-date preplans for the required occupancies within the district. However, because occupant provided information is vital to a viable preplan, and occupant participation is voluntary, it is recognized some structures cannot be preplanned due to non participation by the occupant. In this case the non participation of the occupant should be noted in the occupancy master list and no preplan created for it.

DATA COLLECTION
1) Optimally information should be updated every 6 months for every preplanned occupancy in the district. Due to the large number of preplanned occupancies and limited staffing the department has adopted a priority system for preplan updates. High priority occupancies (ex: large structures, assembly buildings, daycares, hazardous materials present, etc.) will be updated every 6 months and lower priority occupancies (ex: small stand alone business offices, pool houses, infrequently used structures, etc.) will be updated at least once a year.
2) There are 3 methods of performing preplan updates or initial surveys. The method chosen depends upon the volume of potentially new or changed information.
a) Telephone Update – A telephone call made to the primary contact to verify no information has changed. Used when it is likely nothing has changed since the last update. If the telephone call indicates significant changes have occurred an on site visit should be scheduled. If minor changes have occurred the occupancy should be updated in Firehouse.
b) Quick Onsite Update – A short duration, unscheduled on site visit to verify no information has changed. This method should be used to update information for larger strip malls or when changes warranting an update are observed (ex: change in ownership but no structural changes). Generally performed by a single fire fighter. The preplan occupancy form should be completed (230.04 PREPLAN OCCUPANCY INFORMATION FORM).
c) Full Onsite Survey – A scheduled event in which an engine company walks through an occupancy and completes a full preplan survey. The survey includes drawings of the exterior and interior and data collection using the preplan occupancy form (230.04 PREPLAN OCCUPANCY INFORMATION FORM).  
3) A Full Onsite Survey should be conducted within 1 month of issuance of a CO for any new occupancy or notification of significant structural/occupancy changes for an existing occupancy.
4) Full Onsite Surveys should always be scheduled in advance at the convenience of the business owner, manager or their designee. An occupancy representative should be present during the survey and should have access to all locations within the structure(s) being surveyed. The representative should have knowledge of the building systems, alarm companies, etc. in order to obtain accurate preplan information. These requirements should be communicated to the person scheduling the appointment.
5) Data entry of preplan information should follow the procedure presented in SOP 803.02 PREPLAN DATA ENTRY.
PUBLISHING
FHFD fire preplan data is managed using Firehouse Software. The collected data is stored on a server computer located at Flint Hill Station 1. Tablet computers which run Firehouse Mobile Preplan software are installed in department apparatus. Preplan data is made available to incident commanders in the field as described in this section.
1) Firehouse Software provides a data synchronization process which loads preplan information from the server database to a local database onto each tablet computer. 
2) Tablet computers are updated as part of the weekly apparatus checkout process. If a major update occurs FHFD IT staff may update the tablet computers on an as needed basis as well.
3) The following process is used to update a tablet computer:
a) The tablet computer can remain mounted in the apparatus as the update process occurs wirelessly. The computer must be within the range of the wireless network at Station 1. This area includes the parking lots and apparatus bay. 
b) The tablets are always on but need to be taken out of sleep mode. Briefly slide the power switch to the right (don’t hold it over too long) and the computer will resume windows.
c) Mobile preplans will be running and the search screen displayed. Click on the Cancel button and then close Mobile Preplans using the X in the upper right hand corner.
d) On the desktop double click the Firehouse Sync Login icon. A window will appear briefly and then disappear.
e) On the desktop double click the Sync Data icon. Click the OK button on the Sync Options window.  DO NOT click on Sync All or Sync None!
f) Click Yes on the All Districts and Stations window.
g) A Synchronizing…window will appear and remain displayed until the synchronization completes. The length of time depends on the number of updates and can range from a couple minutes to more than an hour.
h) When the synchronization is complete a summary window will appear displaying the number of updates that took place. Click OK.
i) On the desktop double click on FH Mobile Preplan Viewer icon to restart Mobile Preplans. 
j) Briefly slide the power switch to the right (don’t hold it over too long) and the computer will return to sleep mode.
