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CITY OF SANTA BARBARA, CA

FIRE DEPARTMENT
Unless specifically indicated otherwise, the record copy of all records listed in this records schedule is located in the Fire Department.  If no other instructions exist, copies other than the record copy may be treated as duplicates and discarded when obsolete or no longer needed for reference.

Retention and disposition instructions for records commonly found in most City offices, including routine administrative and housekeeping records are listed in a separate schedule entitled "Records Common to Most Offices."

If no legal retention authority is cited, retention period is based on standard records management practice and experience of History Associates Incorporated.

1.
Administrative Subject Files

Files contain correspondence, reports, Council agendas and agenda reports, fire inspection logs, fire master plans, battalion chiefs monthly reports, and other materials related to fire prevention, fire suppression, and administrative topics such as accident investigations (police reports, accident reviews), annexation, Christmas trees, fire hydrants, and hazardous materials.  Also, records related to the administration of the Office of Emergency Services.
(a) Battalion Chiefs Monthly Reports.  Disposition:  Permanent
(b)
Disaster proclamations, committee and organization records, program and policy correspondence including incoming and outgoing letters and memoranda pertaining to the formulation, planning, and implementation of the mission, policies, programs, operations, and projects of the Office of Emergency Services.  Disposition:  Permanent
(c)
Equipment information, budget for which record copy is in Finance Department, emergency procedures, Emergency Operations Center cards for city employees, and other general administrative records.  Disposition:  Discard after 2 years or when superseded. (GC 34090)

(d)
Other records.  Disposition:  Retain until superseded.


(e)
Accident Investigations – Vehicle.  Disposition:  Permanent

2.
Building Plans for Fire Stations

Each fire station has a set of as-built plans for that station. Record copy is in Public Works Department, Engineering Division.  Disposition: Retain for life of fire station then discard.
3.
Daily Report of Fires

Reports document fire incidents in the city, including information on when and where the fire occurred, what caused the fire, and how the Fire Department responded.  Disposition:  Permanent

4.
Fire Incident Reports

Reports continue the Daily Report of Fires and report on fire incidents in the city, as well as where and when the fire occurred, how the Fire Department responded to the fire, and what caused the fire.  Since 1991, these reports have been maintained in electronic format.  Disposition:  Permanent
5.
Fire Investigation Files

Files document investigations into what or who caused fire incidents and contain correspondence, inspector notes, photographs, reports, and other related materials.  Current files are vital records.  Disposition:  Permanent

6.
Fire Prevention Records

Files contain occupancy clearances which document that buildings have cleared inspection and may be occupied.  Disposition:  Retain for duration of building occupancy plus 3 years; then discard. (1994 Uniform Fire Code (UFC), 103.3.4)

7.
Historical Files

Files contain information on historical disasters, superseded disaster evacuation plans, Y2K planning, supply contracts, and other materials related to the activities of the Office of Emergency Services.  


(a)
Information on historical disasters, Y2K planning, and staff correspondence and reports concerning policy and action decisions.  Disposition:  Permanent

(b)
Superseded disaster evacuation plans and supply contracts, and routine correspondence including incoming and outgoing letters pertaining to the normal and routine administrative functions of the Office.  Disposition:  Discard after 2 years or when no longer needed for reference.  (GC 34090)
8.
License Files

State licenses for hospitals and rest homes.  Disposition:  Retain for life of institution plus 2 years; then discard.
9.
Log Books

Logs are maintained by each fire station and document the daily activities at each station, including information on fires fought and fuel purchased.  Disposition:  Permanent

10.
Manual of Operations

The Manual of Operations provides instructions for the handling of each piece of fire department equipment.  It has been superseded by the "Standard Operating Procedures."  Disposition:  Permanent

11.
Occupancy Files

Files document fire inspections, fires, the presence of hazardous materials, and other topics for every building in the city that has commercial activity or three or more residential units.  Each fire station in the city retains Occupancy Files for the surrounding area.  Current inspection information is maintained in a computer database (FireHouse).  Current files are vital records.  

(a) Chemical inventories.  Disposition:  Discard 30 years after last use of materials.         (29 Code of Federal Regulations (CFR) 1910.1200(g); 29 CFR 1910.1020(d))

(b) All other materials.  Disposition: Retain for life of structure, then discard. (California Government Code (GC) 34090)

12.
Personnel Medical Records

Files contain medical records documenting on-the-job injuries and other medical matters related to fire department employees.  This is a vital record. Disposition:  Retain until employee termination or separation plus 30 years; then discard.  (5 CFR 293.511)

13.
Photographs and Historical Clippings

Photographs and clippings document the Fire Department's history and include materials related to the centennial celebration of the Washington Fire Company #2 (predecessor of the City Fire Department), the use of the old fire steamer in parades, and other fire department and personnel activities and events.  Disposition:  Permanent

14.
Project Files

Files contain information concerning any commercial, multi-unit (3 or more units) residential, and some single-family residential structures proceeding throughout the planning and building permit process in Santa Barbara.  Included are plans, reports, and other related materials.  Disposition:  Retain for life of structure; then discard. (CA Health and Safety Code 19850)

15.
Sprinkler and Alarm Plans

Plans depict sprinkler and fire alarm systems for new construction.  Disposition: Retain for life of structure, then discard. (1994 UFC, 103.3.4)

16.
Timesheets

Final Fire Department payroll (yellow) timesheets signed by Employee and Supervisor.  Disposition:  Retain 7 years after the fiscal year to which the records relate; then discard.
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