
Section 7 Suggested Forms

The State Fire Marshal’s Office is frequently asked about what types of forms should be used to record important information.  There are five important types for Insurance Services Office, Inc. (ISO) records.  There are clearly other types as well that are important for good, effective fire department operations and management.

All records should be kept at the main or administrative fire station.  Department members should not routinely have fire department records out of the station.

The five types of forms that we suggest for ISO (as a minimum):


1.
Personnel Roster – Summary listing of personnel and their title.

2.
Response records – a running summary of the types of calls and the personnel responding to those calls.  It is important, particularly for volunteer fire departments that all personnel who responded to the call be documented.

3.
Training records – A simple, summary training record should document all legitimate training.  ISO is interested in structural fire protection training.  Training should recognize the difference between company, officer, mutual aid/multiple company training, night time, haz mat and new recruit training to help obtain maximum points for ISO purposes.

4.
Meetings – Meetings should be recorded separately from training records.

5.
Vehicle maintenance.  A log should be maintained for each vehicle.

Other forms that may be useful for operation of the fire department are:

Personnel applications, personnel forms  - place of employment, employee physical / medical release forms, injury report, notification of injury or death of firefighter, equipment issued and training documentation.  Volunteer firefighter retirement records, copies of driver’s licenses, EMT licenses, etc may also be kept on file. 

Equipment inventory lists.  This can include stations, apparatus, etc.

Annual Pump and hose test forms (Also needed for ISO).  Hydrant test / service records should be available to the fire department if the fire department does not conduct those tests themselves.

Service records for self contained breathing apparatus and PASS devices.

Miscellaneous records.
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