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PURPOSE:   To provide guidelines for writing incident report narratives and the 

                      minimum amount of information that is required. 

POLICY:  
All fire report narratives must be complete and accurate.  They will be 

written in clear, concise, and thorough detail so that they paint a picture for future reference that will clearly indicate where we went, why we went there, who went there, what we found, what we did, and what and to whom were injuries, deaths or damages sustained.  Each block of information requested in FireHouse will be completed to provide and record this data.

RESPONSIBILITY:   

a. The Incident Commander is responsible for collecting or designating someone to collect and record information in field notes for entry into FireHouse.  Normally this will be the first responding engine but may be an aide or other responsible person.  The Incident Commander will review the field notes at the scene to insure that the information needed for entry into FireHouse that can be obtained has been obtained.  The primary engine company for the incident will normally be responsible for entering the information into FireHouse, and the station Sergeant will perform the initial Quality Assurance check.  All  fires to include Structural, Vehicle, Hazardous Materials, Death or Serious Injury, or any other incident where the probability of potential litigation has been expressed, inferred, or is suspected, the Incident Commander will review the report after it has been entered into FireHouse to insure absolute accuracy and completeness.

Note:   This report and narrative is for the actual operations of an incident and should not be confused with a Fire Investigators Report.   Refer to S.O.P A-204 for information regarding required investigator response.

b.  The Shift Supervisor will perform a Quality Control check on all incident reports by the end of his / her shift, with particular emphasis on threshold incidents as described above.   In the event that there is a late call that is not completed until after shift change, or any call that cannot be completed for reasons beyond the Shift Supervisor’s control, the Shift Supervisor will have until the end of his next shift to Q.C. that particular report.  The Shift Supervisor will immediately notify Operations, the Fire Marshal and the Fire Chief of all threshold incidents if they have not already been informed of the incident.

c.  If an event actually causes damage to the structure and or contents, the Fire Marshal’s Office will provide the necessary data into the “Dollar Loss & Value” form under “Additional Reports” folder in Firehouse

1.  Report Content

a.   Fire reports must be OBJECTIVE!   They must be written in a manner that is understandable by various readers of the report (public, insurance representative, owner, occupant, outside investigators).
b.  Fire reports must be THOROUGH!   The narrative must provide clear, concise and factual information that gives an accurate account of the scene scenario.

c.  Fire reports are to be NON-JUDGEMENTAL!   No information or statements are to be made that are not factual or cannot be proven.   No statements or comments are to be made that may suggest personnel opinion.

d.  Facts to include:
(1)  Information regarding who the call came from.

Example:   E-81 responded to 123 First Street on a report of an activated fire alarm reported by Fayette Alarm Monitoring Service.  

Example:   E-81 responded to 123 First Street on a report of smoke coming from a residence reported by next door neighbor, person driving past, occupant of the home.   If possible the person reporting the incident should be included by name address and telephone number. 

(2)  Proper Evaluation and Size Up.

Example:   E-81 arrived to find a large commercial structure approximately 3 stories, (35 feet in height).   With no fire or smoke showing.   “Commercial Structure Incident Command” was established at E-81, by (Rank) (Name).  Personnel were assigned to investigate an audible fire alarm coming from the structure.

Example:    E-81 arrived to find a large commercial structure approximately 35 feet in height with “heavy smoke conditions at sides 1 and 4”,  “heavy fire conditions coming from the roof of the structure”,    “smoke conditions visible and fire sprinkler waterflow alarm activated”.

(3)  Action required and taken.

The  Incident Commander is the decision maker and manager of the incident. Therefore it is his / her responsibility to clearly report all activity on the fire ground, other incident location, or EMS operation.  The reports of actions required and taken are to be written in plain English only using abbreviation where it is to be considered appropriate.   All punctuation is to be reviewed for correctness.    Narrative must also be grammatically correct.  Description of incident actions required and taken should be written in a common format, which is expected to include the following formula:

WHO?

Is the occupant of the involved structure and adjacent structures?

Were the victims?

Was spoken too?

Were the witnesses?

Responded to the incident?

Was notified?

Is the insurance carrier?
WHAT?

Happened?

What was said?

Did firefighters do?

Caused the fire sprinkler system to operate or malfunction?

Further action is needed?

WHEN? 

The times documented in the 9-1-1 CAD system (time received, 

time dispatched, time responded, and time on scene) are to be 

recorded in FireHouse to the nearest second.  Some of these 

entries will require manual entry to over-ride the FireHouse 

system attempt to enter the same times for different events.  

Additionally, the following times, to the nearest minute are to 

be recorded.

Did the incident happen?

Did the fire crews gain control of the incident?

Did the structural collapse occur?

Did you make the decision to open the Knox Box to gain entry?

WHERE? 
Were firefighting crews deployed?

Were fire apparatus positioned?

Did you receive your source of water?

Did the fire start?

WHY?

Was there a delay in getting to the scene if it took more than 5 

minutes total response time to get to the scene)?

Was there a delay in getting water on the fire?

Were firefighters or civilians injured during this incident?


HOW?

Was the scene left when turned over to the owner, investigator, other?

Were firefighters or civilians injured?

(4)  Fire Alarm Calls, (False Alarms)




A false alarm activation for no apparent causative reason, and for 

which evaluation by maintenance or repair technicians is appropriate.  An accidental alarm is an alarm for which there is an appropriate cause, but which does not involve a fire.  Accidental alarms include such events as a fork lift ran into a sprinkler head, routine cooking created smoke to activate an alarm, etc.  All fire alarm calls that are determined as false or accidental must have a report narrative to include all appropriate details noted in Items A, B, & C.  Again this information must include how the call was received and any responsible individual that you may have met with on the scene to include name, title, telephone number, and property or company they are associated with.

Once personnel and equipment go in-service from a false or accidental alarm call we must note that responsibility for the property has been turned over to an individual and we must have accurate information identifying this person or persons

Certain details are contained within the Who, What, When, Where, Why, and How, portion of this SOP.    Of all the details that are provided in a fire incident narrative, only write what you know.   If some details are unknown due to an on-going investigation, it is to be noted that further information will be forthcoming after an investigation has been completed.
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