
 
Chapter 4 

Fire Officer Communications 
(Fire Officer I) 



Fire Officer I Objectives 

• Describe the steps in the 
communication cycle.  

• List the basic skills for effective 
communication.  

• Identify ways to improve listening skills.  
• Describe the ways to counteract 

environmental noise.  



Fire Officer I Objectives 

• Identify the key points for emergency 
communications.  

• Identify types of reports and discuss 
their use.  



Introduction 

• Many fire officers wear a rank insignia 
that features a bugle, representing the 
fire officer’s speaking trumpet. 

• Communication skills are important, 
although the technology has advanced. 



Introduction 

• Communication skills are required to: 
– Provide direction to the crew members 
– Review new policies and procedures 
– Exchange information  
– Work with citizens, conduct tours, release 

public information, and prepare reports 



The Communication Process 

• Communication is a circular process. 
– It is effective when the receiver 

understands what the other person 
intended. 

• The message must make sense to the 
recipient. 

• The recipient must send back confirmation. 
 



The Communication Cycle 

• Message 
– Consists of written or spoken words 
– Can also be a stern facial expression with 

purposeful eye contact 



The Communication Cycle 

• Sender 
– The person or entity sending the message 
– Nonverbal clues influence the receiver’s 

interpretation.  



The Communication Cycle 

• Medium 
– Method used to convey the information 

from sender to receiver 
– Influences the importance attached to the 

message 
 



The Communication Cycle 

• Receiver 
– The person who receives and interprets 

the message 
– Many opportunities for error  



The Communication Cycle 

• Feedback 
– Without some confirmation, the sender 

should never assume that information has 
been successfully transferred. 



Use Active Listening 
• Must be continually 

practiced to 
maintain proficiency 

• Requires good eye 
contact, alert body 
posture, and 
frequent use of 
verbal engagement 
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Use Active Listening 

• Improvement techniques: 
– Do not assume anything.  
– Do not interrupt.  
– Try to understand the need.  
– Look for the real reason the person wants 

your attention. 
– Do not react too quickly.  



Stay Focused 

• Directed questioning can keep the 
conversation on the topic at hand. 



Ensure Accuracy 

• Must have up-to-date information on 
department policies and practices 

• Must sometimes control what is 
discussed in the work environment 



Keep Your Supervisor 
Informed 

• Inform the chief officer of the following: 
– Progress toward goals and objectives 
– Matters that may cause controversy 
– Attitudes and morale 



The Grapevine 

• The fire officer can get clues from the 
grapevine, but should not use it to leak 
information. 

• The fire officer may have to deal with 
rumors by providing accurate 
information. 



Overcoming Environmental 
Noise 

• Environmental 
noise: A physical or 
sociological 
condition that 
interferes with a 
message 
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Suggestions to Improve 
Communication 

• Don’t struggle for 
power. 

• Avoid an offhand 
manner. 

• Keep emotions in 
check.  

• Select words and 
tone carefully. 
 

• Do not assume 
you’re understood.  

• Immediately seek 
feedback. 

• Provide appropriate 
details. 

• Watch out for 
conflicting orders. 
 



The Direct Approach 
• Requires: 

– Asking precise 
questions 

– Providing timely and 
accurate information 

– Giving clear and 
specific orders ©
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Key Points for Emergency 
Communications  

• Be direct. 
• Speak clearly. 
• Use a normal tone of voice. 
• Hold the radio about 2 inches from your 

mouth. 



Key Points for Emergency 
Communications  

• For a repeater system, allow for a time 
delay after keying the microphone. 

• Use plain English. 
• Use common terminology. 
• Avoid being near other noise sources.  



“Unit Calling, Repeat…” 

• Radio messages must be accurate, 
brief, and clear. 

• Be as consistent as possible. 
• Recordings are an effective training 

tool.  



Initial On-Scene Radio Report 

• Describe what you have. 
• State what you are doing. 
• Provide directions for other units that 

will be arriving. 
 



Using the Communications 
Order Model 

• Standard method of transmitting an 
order to a unit or company 

• Designed to ensure message is: 
– Clearly stated 
– Heard by the proper receiver 
– Correctly understood 



Using the Communications 
Order Model 

• Example communication: 
– Command: Ladder 2, from Command. 
– Ladder 2: Ladder 2, go ahead Command. 
– Command: Ladder 2, come in on side 

Charlie. 
– Ladder 2: Ladder 2, going to side Charlie. 
– Command: Ladder 2, that is correct. 



Radio Reports 

• Provide an instantaneous connection  
• Can link all individuals involved  
• Sender and receiver need to strive to 

make messages accurate, clear, and as 
brief as possible 



Radio Reports 

• Think first.  
• Position the microphone 
• Depress the key.  
• Take a breath. 
• Send a concise, specific message in a 

clear tone. 



Verbal Reports 

• Face-to-face is the most effective 
means of conveying information. 

• A CAN report is effective when the 
magnitude or speed of the event 
requires maximum efficiency. 



Verbal Reports 

• During an emergency, radio reports 
should be directed back to the incident 
commander: 
– Once the task is completed 
– When a progress update is necessary 
– When additional resources are required 

 
 



Written Reports 

• Provide information related to fire 
department personnel, programs, 
equipment, and facilities 

• Most departments require company 
officers to maintain a company journal 
or log book. 



Written Reports 
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Written Reports 

• Morning report  
– Identifies personnel or resource shortages  

• Monthly activity and training report 
– Documents activity during the preceding 

month  



Written Reports 

• Incident report 
– Required for every emergency response 
– Some incidents require an expanded 

incident report narrative. 



Written Reports 



Written Reports 

• Infrequent reports 
– Injury report 
– Property damage or liability report 
– Vehicle accident report 
– Response to a grievance or complaint 
– Work improvement plan 
– Request for other agency services 



Written Reports 

• Infrequent reports (cont’d) 
– Supervisor’s report  

• Required by state worker’s compensation 
agencies whenever an employee is injured 

• Submitted within 24 to 72 hours of the incident 
• Should include a chronological statement of 

events  
 



Written Reports 
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Using Information Technology 

• Most reports are completed using a 
computer and software. 

• Resources available for reporting:  
– Computer 
– Printer 
– Network connection 



Using Information Technology 

• Types of software: 
– Operating system  
– Application program  

 



Summary 

• A fire officer must be able to process 
several types of information. 

• Successful communication occurs when 
people develop mutual understanding. 

• The communication cycle includes five 
elements: message, sender, medium, 
receiver, and feedback. 
 
 



Summary 

• An officer must be effective as a sender 
and a receiver of information. 

• An officer needs to have up-to-date 
information. 

• Fire officers should keep their superior 
officers informed. 
 



Summary 

• The direct approach entails asking 
precise questions and giving clear and 
specific orders. 

• An officer should be as consistent as 
possible over the radio.  

• Radio communications are essential for 
emergency operations. 
 



Summary 

• To create a report, the fire officer must 
understand the specific information that 
is needed. 

• The most common form of reporting is 
verbal communication.  

• Written reports vary in their purpose, 
formality, and frequency. 
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