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POLICY 

It shall be the policy of the Stoughton Fire Department to account for the location and safety of all personnel at an emergency incident. No member shall operate at an emergency incident without a PASSPORT Tag. 

Definitions

Firefighter Accountability:  The system a department uses to ensure that fireground commanders know the location of each team and each team leader knows the location of other team members on the fireground. (Recommended by NFPA 1500)

PASSPORT ACCOUNTABILITY SYSTEM: A procedure that utilizes Passports, Name Tags and Status Boards to track the assignments of Commanders, Sectors, Companies, Teams, and Individuals at an Emergency Incident.

Name Tag:  A 3/8”x 2” Velcro-backed plastic tag with the members’ rank and last name; 

Blue for Paramedics and White for all other members 

PASSPORT: 2” x 4” boards made of Velcro and plastic used to identify and account for members and teams. Members’ affix their nametags to the passports.

A. Primary Passports: WHITE, flexible passport preprinted with Company ID and is used to

     document the movement of a team within an emergency incident perimeter

B. Back up Passport: RED, flexible passport preprinted with Company ID and kept on the

     dashboard of the apparatus on the Officers side. It is left there as an emergency backup or

     replacement if the primary is lost. It can also be used as a method to identify a crew if a crew 

     is lost before they have transferred their passport to the fireground commander. This is an 

     essential part of the system 

C. Reserve Passport: GREEN, flexible passport preprinted with Company ID kept in the station

     as a temporary replacement for lost primary and back-up passports

D. Blank Passports: WHITE, flexible Passports that are blank on top. This is used to maintain

     make-up kits. Commanders use a grease marker to customize a Blank Passport for the

     creation of a new company. (It can also be used as a temporary replacement passport.)

E. Mutual Aid Passports: WHITE, flexible passport preprinted with the Mutual Aid City/Town

     Name and is used to document the movement of their team within an emergency incident

     Perimeter. 

    (Name tags are replaced with #s 3,4,5,6 that represent the number of personnel on the

     Apparatus, and tags with Engine, Ladder, Ambulance, Brush Truck)

ROLL CALL:  A personnel count at an incident to account for all members at an incident.
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STATUS BOARD: A 9” x 14” hard plastic board with Velcro strips which the Incident Commander and/or Sector Officers’ hold Passports of assigned teams and take notes.

TEAM: A group of 2 or more Firefighters who work together and are responsible for each other’s safety. All members shall be equipped with a portable radio.

NO FREELANCING BY INDIVIDUALS SHALL BE ALLOWED.

TEAM LEADER: Usually a Company Officer or member assigned as the Team Leader.

VELCRO PAD: A permanently attached Velcro pad on the dashboard of all Apparatus in which the Passports are attached.

PROCEDURE

The Stoughton Fire Department shall use the Passport Accountability System in conjunction with the Incident Command System to identify individual members of a team and their assignment, and account for the assignment of teams and units at an emergency incident. The Passport System shall be expanded to accommodate mutual aid companies.

RESPONSIBILITY:

Commanders at an emergency incident shall use the Passport System to account for those Commanders, Companies, and Teams within their direct span of control, as outlined in this procedure. 

Commanders, Team Leaders, and Firefighters shall maintain an awareness of each other’s physical condition and shall use the command structure to request help, relief, and reassignment of fatigued or injured crewmembers.

Company Officers, Team Leaders, and Individual Firefighters are accountable for the safety of themselves and other members of their team. Team members shall maintain a constant awareness of the position and function of all members working with them.

1. Team members must remain in contact by one of the following ways:

a. Voice (not by radio)

b. Visual

c. Touch

Exception: Radio contact is permissible by apparatus operators, Commanders, etc. where the location of such personnel is constant and is known by the remainder of the team.

2. If a team member is in trouble, the other team members shall take appropriate steps to

      provide direct help and/or call for additional help.

3. Members shall stay together as teams when in the Emergency Incident Perimeter or as

      directed by the Incident Commander until the Incident is terminated.  
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Maintenance of Passports & Name Tags: 

1. Shift Commanders and/or Team Leaders shall be responsible to supervise the proper 

      placement of all Passports during the entire shift of duty and at emergency incidents.

2. At the beginning of each shift or work day, all personnel changes during a shift, or when 

      reporting to the station for an incident, all members are responsible to maintain their name

      tags on the correct Primary and Backup Passports.

3. Company Officers are responsible for members under their direct control. If a Company is

      split, then that team leader is accountable for that team.

4. Materials and supplies for the ongoing support of the Passport System shall be maintained by

      the Safety Officer.

PASSPORT SYSTEM IMPLEMENTATION

The Passport System utilizes Primary and Backup Passports, Name Tags, and Portable Status Boards.

1. Passports 3 parts

· Top – Company ID ( Eng. 3, Lad 2, Amb 3 )

· Middle – Velcro that hold members’ name tag

· Bottom – for recording notes ( arrival time, assignment )

2. Passport color codes

· White – Primary Passport

· Red – Backup Passport

· Green – Reserve (kept by Safety Officer)

· White – Makeup kits or Reserve

· White/Mutual Aid – Area City/Towns

There shall be two (2) Passports, one (1) Primary – (White) and one (1) Backup – (Red) on all

of the following apparatus - 4 Engines, 2 Ladders, 3 Ambulances, 1 Brush truck, and Squad 1.

The Primary Passport (white) and the Backup Passport (red) shall be attached to the Velcro strip on the dashboard of the above mentioned apparatus. The White Passport shall be used for entry into the emergency incident perimeter. The Red Passport shall remain on the dashboard of the apparatus. 

The Green Passport (reserve) may be used as a temporary replacement for a Primary or a Backup in the event either is lost.

The Blank White passports may be used for additional makeup companies or members who need to report for shift change at the Emergency Incident.
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NAME TAGS

Each member shall maintain a minimum of five (5) Velcro nametags.

All five (5) name tags are attached with Velcro to the under side of the rear brim of the members’ helmet.

Two nametags are kept on the apparatus to which the member is assigned. These name tags are attached one (1) to the White Passport and one (1) to the Red Passport when reporting for duty.

It is recommended that in–coming personnel exchange name tags with the members that they are relieving. This will illiminate the possibility of a member leaving their Tags on the Passports.

When assigned to more than one piece of apparatus (Ladder and Squad) those members shall place two (2) nametags on both vehicles.

The name tags of members not on the vehicle shall be left on the velcro strip on the dashboard, not on the PASSPORTS.

Company Officers or Team Leaders nametags are the first Name Tag on the Passports. The apparatus operator’s nametag shall be at the bottom of the list, if that member remains with the apparatus, then his/her nametag is placed upside down.

EMERGENCY INCIDENTS

Reporting to the Incident

When a Company or Team reports to an incident, Staging, or Sector, they transfer their Primary Passport(s) to that Commander except as defined below:

Primary Passport(s) will remain with the Officer or Team Leader when:

· They are the only unit at the incident

· They are the first arriving unit(s) at an incident before the establishment of Command or have passed Command.

· They are directed to a remote side of an emergency incident before the establishment of a Sector Command.

When first arriving Companies or Teams that have not transferred their Passports to a Command Function and leave a hazardous area, they will report their Company/Team status to the Incident Commander by radio or face to face. The Commander will:

· Direct the unit or Team to a Command function or new assignment where they will transfer their Passport(s).

Crews exiting in a Sector other than that in which they are assigned, should alert their original Sector so that the Sector Officer is aware of the crew’s new location and status so they can be accounted for, given a new assignment, or ordered to report back for their Passport.

When an appropriate amount of time has passed and the Company Officer has not returned to or notified the Sector Officer that they have exited the building, it will be the Sector Officers responsibility to initiate a search for the missing Company or Team.
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During Emergency Incidents

Commanders will require the transfer and use of Passports at every incident with an established staging area, sector, and shall be used at all Box 5 or greater incidents. On small incidents, the actual use of the Passport System is nor required, but recommended.

Staging area Commanders will record the time that Teams report to Staging. Staging Commanders will utilize Status Boards to track Teams.

When a Commander (Incident or Sector) relieves a Team, the Commander will:

· Confirm with the Team Leader that all Team members are accounted for.

· Inquire as to the progress or completion of their assignment.

· Return the Team’s Passports to the Team Leader.

· Direct the Team Leader to another Command Function and advise the designated sector that the Company or Team has been redirected to report to that sector.
Roll Call

Sector Officers and Team Leaders will conduct an emergency incident Roll Call using the Passport System as follows:

· When a Team is relieved of an assignment and transferred to a different Sector, Sector Officers will confirm that the Team Leader has conducted a Roll Call of his Team.

· When a Sector Officer presumes a Firefighter, Company, or Team is missing or trapped, the Sector Officer will start rescue efforts as soon as possible at the last known location. The Incident Commander will then conduct a Roll Call of the emergency incident to confirm the status of missing personnel.

· Whenever possible, Roll Call will be conducted without the use of the radio to keep the frequency clear.

· Before there is change from Offensive to a Defensive Operation.

· When there is a castrophic change in the incident such as building collapse, explosion, backdraft, sudden flooding, release of vapor clouds, etc.

· When the Incident Commander, Company Officer or Team Leader determines that a need for a Roll Call exists.

Required Materials and Makeup kits

The Safety Officer shall order supplies as needed in order to maintain the Passport System.

The blank Passports and the Mutual Aid Passports and all accessories shall be kept in the Command Vehicle 408 (C5).

The six (6) Status Boards shall be kept in the following vehicles:

· Two (2) boards in Vehicle 408 (C5)

· One (1) board in Vehicle 406 (C1)

· One (1) board in Vehicle 403 (C2)

· One (1) board in Vehicle 40  (C3)

· One (1) board in Vehicle 401 (C4)

