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Fire & Rescue Department
Adopted 09/18/08

Rules and Regulations

SOP 106.01 Incident Reporting - Documentation 
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1. Purpose
a. Incident reports are important documents.  They serve as both legal and in some cases as investigative reconstruction.  Criminal Investigators, as well as legal services, use reports to recount what took place on the fire ground or on the emergency incidents.  The purpose of creating a documentation policy is to:

i. Serve as legal record of an incident.  

ii. Serve as preventive measures. 

iii. Determine whether any criminal activity is involved for conviction of arsonist.

iv. Provide data on the fire problem.

v. Serves as time sheet for paid-on-call times and activities.

2. Scope 

a. It is the policy that all incidents responded to be documented thoroughly by the Captain, or his/her designee, in the Firehouse Software® program immediately following an incident response.

3. Policy
a. An incident report will be completed following an incident response, regardless of its severity. 

b. Do not editorialize on the incident form.  Incidents reports can be requested for use in court or requested by a property owner, a patient or other parties listed on the form.

c. If problems arise regarding fire ground operations, patient relationships, bystanders or other agencies, use a supplemental incident report to document these problems.  Do not use the incident reports to air differences.

d. At times, two incident reports may need to be completed, such as the fire and EMS incident report or exposure fire.  

e. Anytime Fire Department EMT’s treat a patient, an EMS Incident Report will be completed, along with the Firehouse Software NFIRS reporting system.

f. Incident reports will be completed by the Company Officer or designated member immediately after the call. All reports shall be completed by the end of the week (Saturday) by 12 noon.

g. Incident reports will be signed and dated (if applicable).

h. No spaces should be left blank.

i. Incident reports shall be backed-up weekly by the chief officer and all back-up data shall be stored separately from the reporting computer.

j. All reports shall be secured and free from being viewed by other employees.

k. Measures shall be taken to prevent unauthorized access to the incident report database to view incident reports.

l. Benefits of Reports 

i. At the department level incident documentation can derive many benefits. Those benefits include:

1. Describing the Tribe’s or a community’s fire and health problem (i.e., most ignition sources and locations).

2. Supporting budget request.  Good statistics will put the fire problem in perspective with other municipal concerns and help community officials realize the consequences of budget cuts or the value of new programs for the fire department.

3. Supporting code refinements.  A good database permits fire departments to identify and describe fire incidents that would develop differently or might not have occurred at all if certain code changes had been in place.

4. Evaluating code enforcement programs.

5. Evaluating public fire safety education programs.

6. Planning future fire protection needs.

7. Improving allocation of resources.

8. Scheduling none emergency activities.  Training sessions, in-service inspections and other activities are important aspects of a fire department’s safety program.

9. Regulating product safety.
10. Support for major fire engineering analysis.
m. Narrative Format

i. Narrative formats shall be written in the manner prescribed by the department.  See Run Report Narrative in the appendix.

n. Billing

i. Any response to White Mountain Apache Housing Authority properties; non-tribal resident motor vehicle crashes; and private non-tribal entities/businesses will be billed to the proprietor and/or owner.

ii. Copies of incidents reports meeting the above descriptions shall be provided to the chief officer within two (2) working days. 
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