MT HOPE COMMUNITY VOL FIRE DEPT GENERAL OPERATING GUIDELINES


INCIDENT REPORTS

I.    Scope
This standard establishes requirements for the preparation of reports for incidents to which the department responds. Its purpose is to:   

1. Create a permanent record of each incident to which the department responds.

2. Develop a database for the analysis of the community’s demand for fire and emergency medical services.

3. Provide uniform data to the State Fire Marshal and the NFPA concerning the department’s emergency response activity.

II.   Completing the Report

1. A basic Incident Report shall be completed for each incident to which the department is dispatched, and a copy of the report shall be forwarded by the department to the State Fire Marshal.

2. The report shall be accurate and thorough, and it shall contain sufficient information to allow the reader to re-create an accurate portrayal of the facts and events surrounding a given incident.

3. A chronological number shall be assigned for each incident, and the member filing the report shall record the appropriate incident number on the basic Incident Report and in the narrative of the computerized report.

4. Whenever an incident is investigated by a member of the Fire Marshal’s Office, the fire investigator shall be contacted by the member completing the report to report the appropriate information concerning the cause, point of origin, and estimated dollar loss.

5. A narrative shall be written for each incident. The narrative shall include a brief description of the events that occurred and the actions that were taken during the resolution of the incident. The narrative shall be thorough, concise, and accurate. Neatness and spelling is very important. The narrative shall be limited to the facts and not include superfluous or editorial comments.

III.   Responsibilities
1. The Officer in Charge shall be responsible for the completion of the incident report and all other reports that may be subsequently required.

2. The Fire Chief or his designee shall review and Quality Control check all reports prior to filing and submitting them to the State Fire Marshal to ensure accuracy and compliance with state and local guidelines.
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