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***CURRENTLY UNDER REVISION***

Purpose:

The purpose is to establish standard guidelines for incident entry into Firehouse software and EMAIS reports required by the Maryland Institute for Emergency Medical Services System.  The integrity of the records system relies on accountability and control. Strict accountability will be maintained for all records that are maintained by the department.

Guideline:

I.
 REPORT NUMBERING SYSTEM
A. 
Fire Department incident numbers are assigned by the County’s Computer Aided Dispatch (CAD) System only to events that generate a fire station response to an emergency or public service.

B. 
Case numbers follow numeric sequence each year beginning with the year and then the sequential number i.e. 01-10012856
C. 
Each Station’s calendar year will follow the county beginning on January 1st and ending on December 31st. 
II. 
NFIRS—FIRE REPORTING
A. 
NFIRS 5.0 is a modified and improved National Fire Incident Reporting System,
which has been designed as a tool for fire departments to report and maintain

computerized records of fires and other fire department incidents in a uniform

manner. The United States Fire Administration (USFA) in partnership with the

National Fire Information Council (NFIC) developed NFIRS 5.0.

B. 
NFIRS 5.0 will enable the Fire Service to examine trends on a local, state and

national level. The resulting information is used to help reduce the needless loss

of life and property by fire throughout the United States.
C.
The Department uses Firehouse Software to enter and submit our NFIRS reports to the Maryland State Fire Marshals Office. 
III.   
HOW NFIRS WORKS

A. 
After responding to an incident, fire department personnel complete one or more

of the NFIRS “modules.” The information in these modules describes the type of

incident; where it occurred; the resources used to mitigate it and how; losses; and other information designed specifically to under-stand the nature and causes of fire, hazardous material (HazMat), and emergency medical service (EMS) incidents. Information is also collected on the number of civilian and fire service casualties and an estimate of property loss.

B.
NFIRS Version 5.0 consists of 11 modules. The Basic Module (NFIRS–1) is to be

completed for every incident, with additional modules used as appropriate to

describe the incident. One report is completed for each incident. Modules

NFIRS–6 through NFIRS–11 are optional modules that are used only when that

option(s) is selected by your state reporting authority.

C. 
Within the data coding used in this system, a few conventions assist in reporting.

The letters “N,” “NN,” or “NNN” are used to indicate “none” in a field that is

normally coded. The letters “U,” “UU,” or “UUU” are used to indicate “unknown”

or “undetermined” in a field that is normally coded.

III. 
SUBMISSION OF FIRE REPORTS

A. 
All fire reports shall be completed within twenty-four hours of the incident.

B. 
All sections for the Basic NFIRS report are the fields that are required to be filled in to complete the report. These areas will be highlighted yellow. Additional fields can be filled out, however these fields are optional and are not required for submission. The more data entered the better.
IV.
EMAIS (Electronic Maryland Ambulance Information System)
A.
All EMAIS reports shall be completed within twenty-four hours of the incident. 

B.
Online Help. A [Help] button is located at the top of every screen. The help files are designed to provide information about the requested data and other general questions. 

C.
The system is “smart.” The system will present you with questions that are relevant only to the data you’ve provided. This means that the number of items and the screens you need to fill out will depend on the details of the incident. 

D.
Multiple Patient Data Sharing The system will display and require you to fill out appropriate information for each patient. Once you complete the first patient’s report, the system will prompt you to complete the information for the next patient and allow you the option of copying the dispatch, response, and call time data. 

E.
Review any screen that you have completed. Simply click on the [Navigate] button at the top of each form and select the screen you would like to review. 

F.
Only you can change a record. A record may be changed by only the provider who entered it. The EMAIS system recognizes you by your password; therefore, you should NEVER give your password to another provider. 

G.
The system has built-in time-out security. If the program remains idle for a period of 5 minutes, you will receive a message indicating your session is about to time-out. If you fail to respond to the message, your session will terminate and you will need to log into the system to complete your report. Previously entered data will not be lost. 

H.
The system uses POP-UP windows. If you have a pop-up blocker or ad-blocker installed on your system, you will probably need to disable it while using the EMAIS system. 

I.
The system allows providers to generate their own reports.  The system allows individual providers to generate a report that summarizes his/her EMS activities. The report feature allows you to determine the reporting time period. Providers that function in more than one jurisdiction can develop a report of their activities specific to each jurisdiction. 

V.
DISCIPLINARY PROCESS

A. When a member fails to enter their fire report or EMAIS report within the allotted time frame the following disciplinary procedures will be adhered to:

1. Verbal reprimand

2. Removal of Turnout Gear until report is entered

3. Fifteen (15) day suspension

4. Thirty (30) day suspension

5. Formal charges and review by disciplinary review board 


NOTE: If circumstances or situations (i.e. severe weather) warrant an extension for entering a report(s) in the allotted time frame it will be granted by a Chief Officer on a case by case basis. 

VI. 
REPORT REVIEW PROCESS
A.
All reports submitted will be reviewed by the Records and Reports chairperson prior to

being forwarded to the Maryland State Fire Marshals Office.

B.
If a report is incomplete or does not meet department standards the reviewing

person shall do one of the following:

1. 
If the person submitting the report is available at the firehouse to fix it,

they shall be directed to make any corrections and shall be instructed on

the proper method for completing reports.

2.
If the error is correctable and minor, the system administrator will repair it.
VII. 
ACCESS TO RECORDS FILES

A. 
The following individuals are authorized unlimited access to all record files:
1. Fire Chief
2. Assistant and Deputy Chiefs 
3. NFIRS System Administrator (Records and Reports Chairperson)

4. LOSAP Coordinator

5. Secretary

