NORTHERN GREAT PLAINS INTERAGENCY DISPATCH CENTER
STANDARD OPERATING GUIDE # 18

TITLE: Fire Admin Database 

EFFICTIVE DATE: April 28, 2005, This SOG Supersedes the previous. 
UPDATED:  May 23, 2012
INTENT:  Give guidance issuing, GPC Codes, State Fire Numbers, Ranger numbers and SO Numbers and to fill out the forms associated.  Information is provided on how to enter the data correctly into the Fire Admin Database.  The information is imported from ROSS directly into the Fire Admin Database on a daily basis. 

PROCEDURE:
All incidents are entered into the Fire Admin Database and ROSS using Wildcad and the Initial Attack Card for reference by the end of the shift by the person working the incident.  If unable to finish it’s that dispatcher’s responsibility to seek assistance.  The floor supervisor is responsible for issuing GPC codes for initial attack incidents and other incident types.  The forms in the Fire Admin Database, that GPC uses are the Fire Form, and Reports Menu.  If the Wildcad and Incident Card information changes it’s the individual receiving the changes responsibility to correct the Fire Admin Database. 

1. Fire Admin Database Fire Form
To access the Fire Form, open internet explorer, under the favorites tab, open the State of South Dakota folder and click on the Citrix Applications link. The main login information is on the Duty Officers board, the username being agrc5disp, and the password will change periodically. Once you’ve logged in, click on the Fire Suppression Administration Programs picture to open up the database. The username is agrc5disp and the password is dispatcher both are all in lower case.  Below is a listing of the fields and the naming conventions on how the information is entered into the database. 
1.1. Date:  The date of which the incident occurred entered as mm/dd/yyyy
Example:  10/21/2004

1.2. GPC Code:  The GPC Code is an office reference number used to track the dispatch centers workload.  GPC codes are issued to all incidents and resource orders.  The GPC Code is a six-digit code the first two digits being the current year the other digits are a running tally of workload.

Example:  050120

1.3. Project Order Number:  The Project Order Number consists of the state in which the incident occurs, the jurisdiction listed by unit identifier for the agency, and the office reference number.  Note that for incidents that occur within GPC’s IA area the office reference number is also the GPC Code. 
Example:  SD-SDS-050120 

1.4. Fire Name:  The name of the fire or incident. Capitalize the first letter in each word.  Do not add the word fire for Wildland fire incidents.  For prescribed burns, the letters RX will follow the name. Capitalize RX.
Example:  Hannah or Medicine RX

State Admin Code:  The Admin Code is for State Fire Numbers pick only one from the drop down list.  See the South Dakota Wildland Fire Suppression Division Standard Operating Procedure – Issuing Incident Numbers, located at the back of the SOG book behind the plastic divider.

Example:  SFM
1.5. State Admin Number:  The Admin Number is for State Fire Numbers and is six digits that consist of the calendar year, the state district number, and a running tally of numbers issued. 

Example:  056221 

**For more information regarding State Fire Numbers see the Fire Number Fire Code SOG**

1.6. State District:  The district in which the fire occurs.  This can also be the same as the jurisdictional district if the fire is on private or state land.  For Lawrence County the state district would be Lead; for Pennington and Meade counties the state district is Rapid City and for Custer and Fall River counties the state district is Hot Springs.  Pick only from the list. 

Example:  Rapid City 
For the filed labeled State District refer to the following table.

	State District Name
	State District Number
	Description

	Aberdeen – Do Not Use
	Does not have one
	Old state district has to remain in the database because old records are tied to it. DO NOT USE

	County Assists
	Does not have one. 
	Use for all County assists including Weston and Crook Counties

	Custer- Do Not Use
	Does not have one
	Old state district has to remain in the database because old records are tied to it. DO NOT USE

	Custer State Park
	2
	Used for all incidents within CSP with the exception of RX Fires. 

	FEMA
	1
	For FEMA Fires

	Great Plains Dispatch
	
	Old state district has to remain in the database because old records are tied to it. DO NOT USE

	Great Plains Dispatch - GPC
	8
	Used for all incidents that occur outside the State of South Dakota but within GPC zone

	Hot Springs
	5
	Used for incidents that occur in Custer and Fall River Counties with the exception of NBF lands and RX Fires.

	Lead
	4
	Used for incidents that occur in Lawrence, Harding, Butte and Perkins with the exception of RX Fires. 

	Mitchell
	
	Old state district has to remain in the database because old records are tied to it. DO NOT USE

	Harding County
	3
	Used for incidents that occur in Harding Co.

	Nebraska
	Does not have one. 
	Used for incidents that occur on Nebraska National Forest Jurisdiction. 

	Out of State/ Admin
	7
	Used anytime that a state employee or VFD goes out of the state of SD for fires with the exception of the Bearlodge. Also used for Admin fire numbers for the state including pre-issued numbers, severity etc. 

	Rapid City 
	6
	Used for incidents that occur in Meade and Pennington Counties. 

	RX Burns
	
	Old state district has to remain in the database because old records are tied to it. DO NOT USE one. 

	South Dakota Prairie
	9
	Used for fires that occur outside the GPC IA response zone in the State of South Dakota


1.7. Jurisdictional District:  The district in which the fire occurs.  Pick from the list.  For districts within the Black Hills National Forest use the old district names and numbers see table below of all districts.  Pick only from the list. 

Example:  BKF01
1.8.    Fire Code: The fire code is the code generated from the FireCode system, used by federal agencies for billing.  See Fire Number Fire Code SOG for further detail on obtaining a FireCode. 

Example:  P2AVL7
1.9. SO Number:  The SO (Supervisors Office) number is a consecutive numbering of fires in which the point of origin is on national forest land.  Note that the BKF and NBF are tracked separately.

Example:  29
1.10. Ranger Number:  Ranger numbers are a consecutive listing of numbers that occur on a particular district.  The numbers are separated by forest.  The first fire on a district will receive number 1.  Note the old district boundaries for the Black Hills National Forest apply.  If uncertain please ask before issuing a ranger number.  Below is a list of Districts by name.  See the Fire Code Fire Number SOG for reference. 
**SO numbers and Ranger numbers are not given to the field until the fire has been declared out.**

Example:  BL D1 29 this is the 29th fire on the Bearlodge District. 

BKF Districts

	BL District 01- Bearlodge
	CU District 03 - Custer
	EM District 04 – Elk Mtn

	HA District 06 - Harney
	NEMO  District 08 - Nemo
	PA District 09 - Pactola

	SF District 11 – Spearfish
	
	


NBF Districts

	BE District 01 – Bessey
	PR District 02 – Pine Ridge
	FR District 05 – Fall River

	FP WA District 06 Ft. Pierre and Wall 
	


1.11. Cause:  The cause of a fire either lightning or human.  Use the abbreviations from the list.  Anything that is not lightning falls under the human category.
Example:  H for Human and L for Lightning 

1.12. Human Caused Type (Specific Cause): The specific cause of the fire and the type of the incident.  A specific cause from the list is chosen for all workload.

Example:  Debris Burning
When filling out the current fire record form in the GPC codebook use the abbreviations otherwise use the complete text. 

Specific Cause and Abbreviations

	Flight Request
	FR
	Fireworks
	FW

	Campfire
	CF
	Under Investigation
	INV

	Smoking
	SM
	Undetermined
	UNDT

	Debris Burning
	DB
	Miscellaneous
	Misc.

	Arson
	Arson
	Resource Order
	RO

	Equipment
	Eqpt
	False Alarm
	FAL

	Railroads
	RR
	Flight Following
	FF

	Children
	Child
	Non- Statistical
	NON STAT

	Powerlines
	PL
	Prescribed Fire
	RX


1.13. Class Size:  The class size of the total acres of the fire.  Size class options are A-G.  Fire form lists all classes, highlight the appropriate class.

Example:  A, less than .25

1.14. Protection:  This is who has the legal right to protect the land from wildland fires.  For ownerships that are state or private, the protection would be state because the state has the legal right to protect that land from fires.  For ownerships that are federal, that agency has the legal right except for BLM land the protection would be ST. 

Example:  Ownership is Black Hills National Forest the Protection would be FS – BKF for Forest Service and FS – NBF for Nebraska National Forest.
1.15. Initial Attack:  The initial attack area where the fire occurs. This information is pulled from the run cards.  If the primary Duty Officer on the run card is state then the initial attack area is state.  If the primary duty officer per the run card is BKF then the initial attack area would be FS. 

Example:  Run card states primary Duty Officer is NBF the initial attack area is FS. 

1.16. Ownership:  The jurisdiction of the point of origin.  For this field the agency is listed not the district.  Pick only from the list. 

Example:  FS – Forest Service, NPS – National Park Service

1.17. Size:  Total size of the fire in acres. 

Example:  200

1.18. Multi-jurisdictional:  Used to track fire acres by jurisdiction.  If a fire burned on both private and forest service lands check the box and fill in the appropriate fields on acres burned. Pick from the lists for ownership. The total acres will automatically total. This field is the combination of both the agency and the district. Remember to use the old districts for the Black Hills National Forest. 

Example:  PVT 13 and BKF 03 12 

1.19. Prescribed Acres: Selecting this tab will appear when Prescribed Fire has been chosen for the fire cause.  After accomplished acres have been received select the tab and enter the date of the burn, the planned acres and the accomplished acres.  If planned acres is not known just enter a zero.  These daily totals will be totaled and placed in the size block.

1.20. Township:  The Township, where the fire occurs, consists of a number and a capitalized letter.

Example:  4N

1.21. Range:  The Range where the fire occurs consists of a number and capitalized letter.

Example:  6E

1.22. Section:  The section where the fire occurs.  1-36 are the options. 

Example:  33

1.23. Quarter:  The quarter section where the fire occurs. Use all caps. 

Example:  NE, SW, NW, SE

1.24. Latitude (Decimal Degrees):  Type in the latitude in decimal degrees.

Example: 43.71292

1.25. Longitude (Decimal Degrees):  Type in the longitude in decimal degrees. Place a negative sign in front of the numbers.
Example:  -103.38337

1.26. Latitude (Degrees Minutes Seconds):  Type in the latitude in degrees minutes seconds. Note the seconds cannot be over 59.  

Example:  44 33 21

1.27. Longitude (Degrees Minutes Seconds):  Type in the longitude in degrees minutes seconds.  

Example: 103 22 41

1.28. Requested by:  This field consists of three entries.  First being the last name of the person requesting a state fire number, second the last name of the person issuing a state fire number, and third the last name of the person entering the information into the database.  Divide each name with a forward slash. 

Example: Hansen/Hansen/Hansen

1.29. Memo: Used for other management codes associated to incidents that is not given a firecode or a state fire number and any other misc. information  

Example:  Prescribed fires, MORU Independence Day Celebration, and other special events. 

