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PURPOSE

The purpose of this policy is to maintain a record of all daily activities of each fire company and battalion 
chief. The journal shall be maintained as a means to supplement the ESO records management software 
(RMS) and related recordkeeping systems. In addition, a written record of company activities provides a 
permanent record for reference, historical purposes, and posterity.       
     
It shall be the responsibility of each officer to properly record daily activities of their company. In addition, 
the battalion chief is responsible for recording the activities of his assignment.   

POLICY

During the course of each shift all officers shall record in their journal the following entries:

• Personnel on duty

• Personnel assigned to the company on the shift but absent and for what reason 

• Personnel detailed from another company or shift 

• Time of shift change

• Receiving morning and evening alarm tests

• Daily activities such as:

o Physical training 

o Station and/or apparatus maintenance

o Issuance of new equipment or furnishings  

o Visitation by the public or department officers and other members  

o Company training and/or inspections

o Emergency responses 

o Fire protection systems in or out of service

o Normal or unusual events that merits documentation 
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Guidelines:

• Each entry shall be made promptly to ensure proper and sequential recording. 

• Each day of the year shall begin on a new page of the journal.       

• Journals shall be maintained by the company officer.

• Journals shall be kept in the captain’s office to ensure their security and safe keeping.  

• All entries shall be entered in black ink except emergency responses made by the company which 
shall be entered in red ink. 

• All journals shall be properly maintained at all times and are subject for review by senior officers. 

• Completed journals shall be submitted to the Fire Chief for proper filing at which time a new journal 
shall be issued.      

 
Example Journal Entry
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