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Standard Operating Procedures are written instructions that closely define a standard operational action. They form one of the most basic and important tools for consistent action in given situations and can provide a training mechanism within the work environment. They are written guidelines that explain what is expected and required personnel while performing their jobs.

WILDLAND FIRE INCIDENT

GIS STANDARD OPERATING PROCEDURES
FRONT MATTER

Maintenance Cycle: Specifies how frequently the SOP is updated

Custodian: GTG

GUIDELINES TO USING THE SOP TEMPLATE

Standard: indicates something mandatory, which may? May not? be overridden by ICS leadership.
Guideline: indicates something that is optional or recommended

Reasoning/Background/Methodology: include in each section or at end or in separate reference document. Footnotes maybe compiled at end.

SOP are considered as long-term document ??3-4 years update cycle. Reference GTG website (http://gis.nwcg.gov) for the specs/standards that change more frequently than the update cycle for the SOPs.

SOP must be written clearly and concisely, using a logical and consistent format. Be aware of the level of detail provided. Bulleted or outline form is helpful.

[Note: Refer to the Document “Developing Effective Standard Operating Procedures for Fire and EMS Departments” (pg 39-).]

SOP TEMPLATE

	Overall Title: [Incident GIS Standard Operating Procedures] 


	Effective Date: Date when SOP goes into effect.

	Revised Date: date that the revision was approved (?).

	Revision Number: Numbering system needed for reference, usability, and integration. Number of the revision


	Page: Page number on each page of the SOP (e.g. 1 of 30)

	Approved By: Organization or group who has approved SOP.

	
	

	


Subject: The name of the SOP.
[File Naming and Folder Structure Conventions]

[Standard Map Products Definition]
[Minimum Essential Datasets]

[Data Archiving]

[Metadata]

[Team Transitions]

[GIST Minimum Expectations]
Purpose:  Describe the purpose of the SOP; why it is needed, and what it intends to accomplish.
Scope/Overview: provide an overview and explanation of how or when this particular SOP will be used.

Include the intended audience of the SOP – primarily, this will be the person who is doing GIS work on the incident. Other stakeholders may include the information officer, planning officer, local unit reps, etc. Although other parties who may have to coordinate or interpret work with the GIS Specialist may be interested in certain of the specifications included in the SOPs, in general these SOPs are intended for use by the people doing the GIS work on an incident.
Dictating Policy /Rules(s): Cite reference that specifies a need that this SOPsatisfies.

(taskbook, guideline, policy, standard, rule, handbook) The overarching ones are the GAO 03-1047 report, GTG, 310-1, Fireline Handbook, Presidential Orders.
Specifications: The WHAT.

Include language: “Reference GTG website for the current technology-specific standards.”

Example: Provide an example if appropriate.
Procedures: This section provides the structure of the actual procedure. The “body” of the SOP. Specific actions necessary under the SOP to satisfy the requirements of the SOP. The HOW.
Responsibilities: there may be shared responsibilities with other persons (IRIN, FBAN, BAER, MAC, Area Command) or individuals. Identify those individuals, agencies, or group here emphasizing the responsibilities of GIS Specialist.
Communications: Communication protocol with other agencies, ICS staff, or local unit. Kind of a heads up – “may need to talk to or communicate with XYZ group.”
Definitions: Definitions of relevant terminology. Section may be placed at the back of the SOP document.
References: References or citations of other SOP’s, manuals, or guidelines that may be useful.
Selection Criteria/Rationale: A set of statements that describes the

rationale for evaluating, selecting, and accepting the particular components of the SOP, may include methodology (e.g. re: dichotomous key) etc. Extended discussion should appear in a separate document.
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