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REVIEW TEAM PROCESS
The Review Team Process is written by the team leader.  This section describes in detail the process, progress, and performance of the review team.  It is not to be confused with the narrative of the accident causing the review. The review team process narrative should consider at least the following items:
1. How the review process was conducted
2. When and where the team was assembled
3. State, Region, Federal or combination team
4. Team members and their sending agency or unit
5. Agency Administrator and contact method
6. Team Member assignments and responsibilities
7. Activities of the review team, including briefings and debriefings, agency contacts and other related administrative contacts 
8. Review coordination, intragency and interagency communications 
9. Public affairs and news media contacts and processes 
10. Allied agency and regulatory agency involvement
11. Local authority involvement
12. Development and time frames of each required report
13. Close-out
a. Release of evidence, wreckage and/or related materials
b. Release of team members

SUMMARY
Provide a short factual overview of what occurred, indicating the date and time of the accident, the numbers of injuries or deaths, and the location of the accident.  Include any additional information that is necessary for a general understanding of what happened.
CONDITIONS
Introduce this section with a narrative overview of the specific conditions of the site where the incident occurred.  Include pertinent information obtained from reports, records, testimony, and documentation regarding: 1) the circumstances that led up to the accident; 2) conditions that may have caused, influenced, or sustained the accident; and 3) exacerbated or mitigated the outcome.
Individual reports, documents, statements or records referenced here should be included in the Supporting Data section.
Some common examples:
1. Location
2. Terrain/Topography
3. Fuel types
4. Weather conditions
5. Fire Behavior
6. PPE
7. Travel, rest, and activity history
8. Vehicle/Equipment/Structure descriptions
9. Road conditions, visibility conditions
SEQUENCE OF EVENTS
The lead investigator supervises/memorializes the writing of the sequence of events, findings, causal factors, and contributory factors.
Provide a concise description of relevant events, actions, and conditions that induced, affected, and sustained the occurrence.  If possible, exact times should be provided, include post-accident events, actions, and conditions that had a positive or negative impact on the result.
· Include a concise digest of events, actions, and conditions leading to and sustaining the accident, where and when the accident occurred, what happened, and what the results were.
· Include those elements prior to, during, and following the occurrence that help understand how and why the accident occurred.
· Include those elements during and after the occurrence that might indicate needs for improved procedures, equipment, training, or policy.
· Include elements or actions that lessened the impact of the accident.
FINDINGS
A finding is a single event or condition relevant to the accident sequence, based on factual data.  Do not include opinions or recommendations.  
Each finding must include a reference to information included in the report.  Factual data referenced in the report is included in the Supporting Data section.
Divide the list of findings into sections, as needed:
1. Human behavior
2. Equipment
3. Fuel
4. Weather
5. Terrain
6. Management (planning/organization/staffing/direction/control)
7. Motor Vehicles
8. Communications
Sample findings:
1. There were no radio communications available at the accident site or crew location at the time of the accident.
2. The weather was clear, 70 degrees F, and there was no wind.
3. Thick brush and heavy timber limited visibility to less than 100’.
4. All required Personal Protective Equipment was in excellent condition and being properly used.
CONTRIBUTORY FACTORS
A contributory factor is any behavior, condition, act or omission that affected the occurrence or outcome but was not causal.  Avoiding or eliminating would not necessarily prevent the occurrence.
Base the contributory factor(s) on findings.  A short statement should indicate which findings were used and explain the rationale for their selection.

CAUSAL FACTORS
A causal factor is any finding or combination of findings preceding the event that were responsible for the occurrence.  Correcting, avoiding or eliminating the findings would have prevented the event.
Base the causal factor(s) on the findings.  Although all of the findings are significant, not all of them relate directly to the cause(s) of the accident.  A short statement should indicate which findings were used and explain the rationale for their selection.
SUPPORTING DATA
Factual information referenced in the report is included in this section.  This includes witness accounts, visual documentation, and other related documents.
Witness Accounts
Include any documented witness accounts referenced in the findings.
Visual Documentation
This section includes photographs, graphics or other related media.
Photographs
· Site photos, aerial photos
· Damaged property or vehicles, including ground impact marks, seats and seat belts, etc.
· Physical Evidence:  Include photographic documentation of any physical evidence collected that relates to the cause of the accident, the sequence of events or the results of the accident.  Include the location of all recovered physical evidence.
Graphics
· Sketches, drawings, topography maps
· Show specific locations and relationships photographs are unable to show
Related Media
· Audio/Video recordings
· GIS/GPS, satellite and high elevation data
· LIDAR/Computer simulations



Records and other data
· Contracts, permits, agreements, MOUs.
· Equipment and vehicle records and logs.
· Qualifications and training records (Local, Regional and Academy)
· Personnel/employment history.
· Environmental conditions. (Weather forecasts, RAWS data)
· Communications logs, notes, documents and recordings
· IIPP documentation, applicable safety standards and/or work orders.
· Emergency plans, evacuation plans, Incident Action Plans, Pre-fire plans, training plans, ignition management plans, law enforcement operational plans, administrative guidelines and/or similar written directives
· DMV records
· IAPS records (non-confidential), medical and treatment records (confidential)
· Technical reports or Subject Matter Expert summaries

A Board of Review has not approved this report.  All information contained in this review is regarded as confidential. 
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