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ATTENTION:	You are assigned as a fire prevention specialist in the technical services section.  A significant part of your duties will be to complete and submit forms and to maintain records within a filing system.   


 


REVIEW:		Previously we have discussed the guidelines for maintenance of a reference library and its importance to the overall operations of the technical services section. 


 


OVERVIEW:		During this lesson we will discuss the use of various forms within your role as a fire prevention specialist.  We will also cover the procedures for maintenance of a filing system and the directives which give guidance for filing systems.  We will also cover the legal requirements involved in the fire inspection process. 





MOTIVATION:	Your duties as a fire prevention specialists require a knowledge of AF Forms which can help to communicate your input regarding fire safety requirements.   You also will be required to maintain correspondence, facility records, and various other files within an approved filing system.  Proficiency in these areas will help you to communicate clearly with base agencies and provide a clear record of the effectiveness of your fire prevention efforts.





TRANSITION:	Today's lesson begins by asking "How can I use forms to increase my efficiency as a fire prevention specialist".


                                                            








                       			       		BODY         			            Time: 10 hr. 20 min.











PRESENTATION:





�
 4.	Files and Related Forms  (IAW NFPA 1031, meeting compliance as defined in shaded 	boxes below)


�


Para. 3-2.3: Prepare inspection reports, given observations from a field inspection, so that the report is clear and concise and accurately reflects the findings of the inspection in accordance with applicable codes and standards.

















�Para. 3-2.4  Recognize the need for a permit, given a situation or condition, so that required permits are issued in accordance with the policies of the agency being represented.


�


Para. 3-2.8: Maintain files, given inspection reports, complaint investigations, and related documents, so that information can be easily retrieved and is filed in compliance with the recordkeeping policies of the organization.


�	


Para. 3-2.8.1: Prerequisite Knowledge:  Legal requirements for record retention, freedom of information requests, community right-to-know.


�


Para. 3-2.9:  Identify the applicable code or standard, given a fire protection relatd issue, so that the proper document, edition, and section are referenced.





	Main Points


	and their Subpoints:		  MP#1 - Files and Related Forms


						-- Two Types of Files


						-- Purpose


 						-- Controls


						-- Related Forms


						-- Record Retention Requirements


						-- Freedom of Information Act Requests


						-- Community Right-to-Know


						-- Instructions for deriving FD Codes


						-- Instructions for deriving RAC’s


						-- Completing AF Form 1487


						-- AF Form 332





	References:		--  AFM 37-123, 9408


				--  AFI 37-138, Dated - 9403 


				--  AFM 37-139, Dated - 9603


				--  AFI 37-131, Dated - 9502


				--  SARA Title III, Dated - 1986 


				--  AFI 91-301, Dated - 960601


				--  Fire Protection Handbook - 17th Edition


				--  Core Values “Little Blue Book” Handout





	a.	Without reference, determine the use of files and related forms with at least 80% accuracy.





	b.	Without reference, identify legal requirements for record retention, freedom of information requests, and community right-to-know with at least 80% accuracy.





	c.	Given observations from a field inspection, reference a code or standard and prepare and file an inspection report, within 30 minutes, with at least 16 out of 20 evaluation elements correct.





	d.	Given a completed inspection report and applicable references, recognize the need and issue a permit in accordance with the policies of the agency being represented, within 15 minutes, with at least 12 out of 15 evaluation elements correct. 





		(1)	Two types of files





			(a)	Administrative





				1	Correspondence





				2	Reports





				3	References





			(b)	Facility





				1	Building Folders are commonly maintained for each inspected property.  They contain:





					a	AF Form 218 (or automated products)





					b	AF Form 1487





					c	Pre-fire plans





					d	Any other pertinent information on a specific building or facility





					e	May use these forms or an automated record keeping system





		(2)	Purpose





			(a)	Document work accomplishment (evidence)





			(b)	Assures that work is accomplished





			(c)	Provides a basis for compiling data





			(d)	Standardizes procedures





		(3)	Controls





			(a)	AFM 37-123, Management of Records governs the establishment and maintenance of records  





				1	Provides information regarding the Records Information Management System  (RIMS) (computerized system)





				2	Provides procedures to manage and protect electronic records, and to insure their integrity





				3	Contains guidance for implementation of a basic filing 							arrangement and use of a general correspondence file





				4	Directs the use of a files maintenance and disposition plan and use 						of files disposition control labels





				5	Allows for the use of AF Form 614 or 614A Charge Out Record





			(b)	Files Maintenance and Disposition Plan (formerly AF Form 80)





				1	Printout of all files maintenance and disposition information as provided by the RIMS





					a	Created by the records managers and submitted for approval to the Chief of the Office of Record (COR) and the Functional Area Records Manager (FARM)





						1	Will be updated when a new individual assumes the duties of records technician





						2	The files maintenance and disposition plan will be kept at the front of the active files IAW AFI 37-123





			(c)	Files distribution control label





				1	RIMS generates the control labels





				2	RIMS allows only one disposition authority (table and rules) per record series on the file plan





		(4)	Related Forms





			(a)	AF Form 218, Facility Fire Prevention/Protection Record





				1	Prepare an individual AF Form 218 on each building visited





				2	Provides all information relative to a specific facility





					a	Serves as a fire hazard checklist





					b	Will be with the fire protection specialist during the visit tour





					c	Used to record the visit





			(b)	AF Form 1487, Fire Prevention Visit Report





				1	Prepared by fire prevention specialist





				2	Three copies





					a	Copy #1,  goes to the functional manager and will be returned to technical services to be filed in the facility file





					b	Copy #2,  goes to the building manager or alternate





					c	Copy #3,  is kept in the technical services suspense file until Copy #1 is returned





			(c)	AF Form 332, Work Request





				1	Prepared by a functional manager or building manager





				2	Fire prevention specialist can assist in preparing blocks 8 & 9





				3	Use for new work, repairs and maintenance





			(d)	AF Form 1071, Maintenance Record for Fire Equipment





				1	Used to record inspections, servicing and maintenance





					a	Installed fire systems





					b	Detection and warning devices





					c	Flight line fire extinguishers





					d	Exceptions are those entered on computer product and/or accomplished be contractor





				2	This form will be prepared for each system and device installed in any base facility as listed on Air Force Real Property Accountability Records





			(e)	AF Form 592, Welding, Cutting and Brazing Permit





				1	Completed by requester





				2	Signed by fire protection personnel





				3	Contains checklist





				4	Instructions on reverse side





			(f)	Checklists





				1	Purpose





					a	Assist workers in new areas





					b	Readily available





					c	Standardize procedures





				2	Design





					a	Simple format





					b	Logical sequence





				3	Specific uses





					a	Forms initiation and completion





					b	Inspection procedures





					c	Maintenance of equipment





					d	Extinguisher reservicing





					e	Itemizing requirements





		(5)	Record Retention requirements





			(a)	AFI 37-138, Disposition of Air Force Records, Procedures and Responsibilities 





				1	States policies and procedures for the destruction, transfer, or retirement of eligible records





				2	References AFM 37-139 for detailed disposition instructions





			(b)	AFM 37-139, Disposition of Air Force Records -- Records Disposition Schedule





				1	Consists of decision logic tables which provide for disposition of documentation





				2	Mandatory for use by all Air Force activities including guard and reserve.  Also applies to contractors who create, accumulate, or manage Air Force records.





				3	Designates disposition of reports of fire hazards or deficiencies





					a	Destroy when hazard or deficiency is corrected or 2 years after reporting year





					b	Whichever is later





		(6)	Freedom of Information Act (FOIA) Requests





			(a)	The Air Force discloses records in its possession and control to the public





				1	Except those exempt by AFI 37-131, Freedom of Information Act Program





				2	Exemptions include but are not limited to, those which if released would cause an identifiable harm





					a	Classified records





					b	Invasion of personal privacy





					c	Investigative records (gathered for law enforcement purposes)





			(b)	Responsibilities (AFI 37-131,  Pg. 2)





				1	Office of Primary Responsibility (OPR) (Unit Commander)





					a	Coordinate the release or denial with offices of collateral responsibility (work centers)





					b	Coordinate with Staff Judge Advocate (SJA) and FOIA office on proposed denials





					c	Provide requested records





					d	Help disclosure authority determine whether to release record





						1	Disclosure authority determines whether to release records and provide then to the FOIA office





						2	Initial denial authorities





							a	Make final decisions to deny records





							b	Tell requesters the nature of records or information denied, exemption supporting the denial with reason, and appeal procedures





							c	Makes final determination on "no record" responses





				2	FOIA Managers





					a	Control and process FOIA requests





					b	Obtain recommendations from OPR's for records





					c	If information is denied, the notice is forwarded to the MAJCOM with an explanation justifying why request was denied  





		(7)	Community Right-to-Know (Fire Protection Handbook (FPH), Pg. 9-121)





			(a)	Superfund Amendments and Reauthorization Act of 1986 


 				(SARA Title III)





				1	Title III of the law is known as the Emergency Planning and Right-to-Know Act





				2	Established requirements for federal, state, and local governments, and industrial facilities regarding community right-to-know reporting on hazardous and toxic chemicals.





			(b)	Reporting requirements





				1	Owners and operators of a facility are required to prepare or have available a material safety data sheet (MSDS) for each hazardous chemical covered under the Occupational Safety and Health Act of 1970.





				2	If a request is made by any member of the general public, the local emergency-planning committee must make available a MSDS for any hazardous chemicals required to be submitted to them.





					a	Each work center should be able to provide the information





					b	Bio-environmental has a master list of hazardous chemicals that require a MSDS





				3	Owners and operators of a facility must allow the fire department to conduct on-site inspections of the facility and must provide to the fire department specific location information on hazardous chemicals at the facility.





		(8)	Instructions for deriving codes for Fire Deficiencies (FD)


			(AFI 91-301, Attch. 5,  Pg. 30)





			(a)	FD is a condition which reduces fire safety below the acceptable level, including noncompliance with standards, but by itself cannot cause a fire to start.





			(b)	Computations





				1	FD's require subjective analysis to determine the priority for corrective actions





					a	Prioritized according to their seriousness 





					b	Codes I, II, III, IV, and V are prioritized to highlight more serious ones for correction





				2	Step 1 - Conduct an analysis based on fire probability and loss severity.  This cannot be used for establishing legal liability relating to a fire incident.





					a	Fire probability is the likelihood a fire will occur.  Considering, as a minimum, the following factors: contents, processes, arrangement of contents, occupancies, operations conducted in the area, construction classes/types/ages, and hours of operation. Assign one of the following categories.     





						1	A - likely to occur immediately or within a short period of time





						2	B - probably will occur in time





						3	C - possible to occur in time





						4	D - unlikely to occur





					b	Loss severity is the expected loss should a fire occur.  Considering, as a minimum, the following factors: contents, processes, occupancies, constructions, installed fire safety features, and impacts of the FD during a fire.  Assign one of the following categories.





						1	1 - Loss of life:  major monetary loss (more than $5,000,000) or major mission impact





						2	2 - Permanent disability: severe monetary loss ($1,000,000 to $5,000,000) or curtailed mission capability





						3	3 - Injury:  slight monetary loss ($100,000 to $1,000,000) or limited mission impact





						4	4 - No injury or mission impact and minimal monetary loss (less than $100,000)





					c	FD code matrix.  Determine the FD code from table A5.1 based on the fire probability category (A,B,C, or D) and the loss severity category (1,2,3, or 4).





					d	Step 2 - FD Codes





						1	Code I - severe deficiency that would result in a catastrophic loss of mission capability, facility or contents, or high loss of life





						2	Code II - serious deficiency that would have significant impact on mission capability, facility or contents, or a significant probability of loss of life





						3	Code III - may constitute a risk to life or property





						4	Code IV - may contribute only minor damage or a slight risk to personnel





						5	Code V - has little impact on personnel, facilities, or contents





			(c)	Corrective Action on FDs





				1	Codes I and II





					a	Describe specific FD and corrective actions required





					b	Unit commander is responsible for correction





					c	If immediate correction is not possible, initiate interim control measures to reduce fire risk (for example, evacuating building, establishing 24-hour fire watch)





					d	Unit commander or representative will enter corrective action on form and return to the fire organization





					e	Fire organization should assist in completion of AF Form 332 to ensure the deficiency and corrective action are adequately described and justified





				2	Codes III, IV and V - Major commands shall establish management procedures for these FD's





			(d)	Reporting Requirements





				1	The report shall describe the deficient condition, interim measures taken, and necessary action for permanent correction





				2	Code I - immediate report made to installation commander by unit commander upon identification





				3	Codes I and II





					a	Reported annually to installation commander by fire organization





					b	Describing every code I and II not corrected and any  corrected during the preceding year





				4	Codes III, IV and V - major commands shall establish procedures for reporting these FD's





		(9)	Instructions for deriving Risk Assessment Codes (RACs) 


			(AFI 91-301, Pg. 16)





			(a)	Determine  the probability that a mishap will occur and the potential mishap severity if it does happen by using  the Risk Assessment Code Matrix (AFI 91-301,  Table 1)





			(b)	Mishap probability is an assessment of the likelihood a hazard or fire deficiency will result in a mishap





				1	Mishap probability categories





					a	A - Likely to occur immediately or within a short period of time





					b	B - Probably will occur in time   





					c	C - Possible to occur in time





					d	D - Unlikely to occur





			(c)	Mishap severity is an assessment of the potential consequence if a hazard or deficiency results in a mishap.  It is the degree of injury, occupational illness, resource loss, or fire damage that could occur.





				1	Severity categories





					a	I - Death or permanent total disability, resource loss or fire damage more than $1,000,000





					b	II - Permanent partial disability, temporary total disability in excess of 3 months, resource loss or fire damage from $200,000 but less than $1,000,000





					c	III - Lost workday mishap, resource loss or fire damage from $10,000 but less than $200,000





					d	IV - First aid or minor medical treatment, resource loss or fire damage less than $10,000, or a violation of a requirement in a standard





			(d)	RAC descriptions





				1	1 - Imminent Danger





				2	2 - Serious





				3	3 - Moderate





				4	4 - Minor





				5	5 - Negligible





		(10)	Completing AF Form 1487





			(a)	Block 1 - File No. (list year--sequentially number, for example 95-001)





			(b)	Block 2 - Facility No. (building number)





			(c)	Block 3 - Date/Time of Visit





			(d)	Block 4  - Date corrective action required (established by inspector, date when corrective action must be initiated)





			(e)	Block 5 - Suspense Date (when copy 1 must be back in the fire prevention office)





			(f)	Block 6 - To: (organization responsible for the building)





			(g)	Block 7 - From: (your organization)





			(h)	Block 8 - Type of inspection (check appropriate box)





			(i)	Block 9 - Hazards/Deficiencies (concisely described, accurately and completely, check for correct spelling; list reference in the appropriate order, standard, page, paragraph)





			(j)	Blocks 10 and 11 - FD and RAC (list appropriate Roman or Arabic Numeral; determined from using the matrixes in AFI 91-301; probability and severity assessments can be listed under the code determination in parentheses)





			(k)	Block 12 - Corrective Action Required (detail what action needs to be accomplished to start hazard correction process or that the hazard was corrected on the spot; list reference if not listed in Block 9) 





			(l)	Block 13 - Fire Knowledge and Capability of Personnel Working in the Facility (check appropriate boxes)





			(m)	Block 14 - Fire Prevention Section Phone Number





			(n)	Block 15 - Signature (fire prevention specialist)





			(o)	Block 16 - Date





			(p)	Block 17 - Signature (fire chief)





			(q)	Block 18 - Date





			(r)	Block 19 - Lists 4 columns used by the functional manager to indicate corrective action taken to correct hazards and deficiencies noted in Block 9





			(s)	Block 20 - Typed Name and Title of Functional Manager





			(t)	Block 21 - Signature of Functional Manager





			(u)	Block 22 - Date									


		(11)	A permit is an official document issued to authorize the performance of a specific activity.  Issued for the use, handling, storage, manufacturing, occupancy, or control of specific hazardous operations and conditions.  Permits should only be issued if the condition meets code requirements.





			(a)	Completing AF Form 332





				1	Item 1 - from (organization [organization assignment of requester])





				2	Item 2 - office symbol (organization office symbol of requester)





				3	Item 3 - date of request (today's date)





				4	Item 4 - work request number (for BCE use)





				5	Item 5 - name and phone number of requester





				6	Item 6 - required completion date (date when work should be completed.  If work is new, modification, or minor construction, required completion date should also be explained in item 9).





				7	Item 7 - building, facility or street address where work is to be accomplished





				8	Item 8 - description of work to be accomplished (include sketch or plan, when appropriate)





					a	Clear concise description





					b	May include diagrams or photographs that provide a description of location and scope of work requested





				9	Item 9 - brief justification for work to be accomplished





					a	Required for new work, modification, or minor construction





					b	Justification should be factual and indicate the urgency of the request





					c	Justification should be written so reviewers and approving authorities can comprehend the work to be accomplished without having direct access to documents or directives.





				10	Item 10 - Donated resources, place an "X" in appropriate box.  Indicate the resources the requesting organization proposes to donate/furnish and details of quantities or contract number.





				11	Item 11 - name of requester.  Normally the building manager.  If requested work is new work, modification, or minor construction, the name should be that of the organizations commander.





				12	Item 12 - grade of requester





				13	Item 13 - signature of requester





				14	Item 14 - coordination. Any agencies that require coordination (fire, medical, safety, security, etc.) should be contacted prior to the submission of the form to CE








						    CONCLUSION					Time:  5 min.











SUMMARY:		We have just finished discussing the use of files and forms, and the legal requirements pertaining to the fire inspection process.  You must now realize administrative procedures are essential to the function of the work section.  





REMOTIVATION:	Maintenance and preparation of files is an inherent part of work accomplishment.  					Files aid us in planning and documenting work and they serve as a reference of work 				accomplished.





ASSIGNMENT:	Review this lesson and continue with written communication. 





CLOSURE:		Proper documentation and record keeping is necessary for the fire prevention program to 				run efficiently.  This ends the lesson.
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