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ATTENTION:	A vital characteristic of an effective fire prevention specialist is the ability to communicate under various conditions.  Whether dealing with a family just moving to base housing or dealing with operations involving a base agency, your communicative skills will be a major determinant of your level of success.





REVIEW:		Our last objective covered files and forms and how to use them effectively as a part of 				your communications process.  Now we will take communications skills one step further.  


OVERVIEW:		This section will discuss the various techniques used in writing as well as the methods for developing different written messages.





MOTIVATION:	Having effective written communications will enable you to influence others in a positive manner.





TRANSITION:	Let's begin our discussion of writing techniques.


                                                                           





                     					       BODY                		                        Time: 9 hr 50 min.








PRESENTATION:


�



5.	Written Communication  (IAW NFPA 1031, meeting compliance as defined in shaded 	boxes below)


�


Para. 3-2.2: Prepare written correspondence to communicate fire protection and prevention practices, given a common fire safety issue, so that the correspondence is concise, accurately reflects applicable codes and standards, and is appropriate for the intended audience.





�


Para. 3-2.7: Document complaints, given a reported situation or condition, so that the complaint information is recorded and the appropriate process is initiated.





	Main Points


	and their Subpoints:  MP#1 - Written Communication


					-- Development of the Written Product


					-- Complaint Handling





	


	References:		--  IFSTA Inspection Manual, 5th Edition


				--  Core Values “Little Blue Book” Handout





	a.	Given a common fire safety issue, prepare a written communication to advise the base populous of fire protection and prevention practices, within 30 minutes, with at least 5 out of 6 evaluation elements correct.





	b.	Given a reported situation or condition, document and file the complaint, within 15 minutes, with at least 8 out of 9 evaluation elements correct. 





		(1)	Development of the Written Product





			(a)	Complete a thorough research of the hazard you intend to address





				1	Gather statistical data locally





				2	Use DOD records if necessary





			(b)	Determine your goal.  This will be the behavior demonstrated by the audience after they digest your communication.





			(c)	List your main and supporting ideas





				1	Develop as many as possible





				2	Insure that your ideas correlate to your goal





				3	Discard information that is irrelevant





				4	Finally, use your ideas to establish priorities and a definite order of presentation (i.e.  first, second, third)





			(d)	Pick a pattern which moves your readers systematically from beginning to conclusion





				1	A topical pattern will consist of general statements accompanied by defining listings or subtopics





				2	Time or chronological pattern involves discussion of a sequence of events. Tracing evolution of a process or recording problem/solution scenarios)    





				3	Reason pattern would include a stated opinion followed by a discussion of supporting material





				4	Problem solution pattern identifies an issue, then discusses possible solutions





				5	There are also many variations involving combinations of the developed patterns





			(e)	Arrange your ideas in an outline form.  This should align your main and supporting ideas in a visible framework.





			(f)	Next step is to develop sentences and paragraphs





				1	Write in the active voice rather than passive





					a	Active - I appreciate your support.





					b	Passive - Your support is appreciated.





				2	Consider your audience and adjust your content and method of presentation accordingly   (i.e. adults, adolescents, children)





				3	Avoid unnecessary words





				4	Vary the length of sentences to avoid monotony





				5	Each paragraph should have a topic sentence which conveys the main idea of the paragraph





			(g)	Form the presentation into introduction, body, and conclusion





				1	The introduction will provide a brief overview of your intended message





				2	The body will contain main ideas and supporting details which convey your message





				3	The conclusion summarizes your presentation and justifies your conclusions





			(h)	Edit the product





				1	Look at readability, simplicity, and directness





				2	If printing for edit by a supervisor, a double-spaced draft copy is the common practice





		(2)	Complaint Handling  (IFSTA Inspection,  5th Ed. Pg. 32)





			(a)	Treat people making a complaint with courtesy





			(b)	Express interest in their complaint, this will encourage more participation





			(c)	Complaints that do not require immediate action are usually forwarded to the fire prevention section





			(d)	Immediate action may be required on some complaints, all appropriate agencies respond





			(e)	When investigating a complaint, do not give advance notice to owner





				1	Inspector should produce appropriate identification and explain the reason for the inspection





				2	Inspectors must be prepared to deal with negative attitudes








			(f)	Use departmental complaint forms, they are useful for tracking and record keeping





			(g)	Record all pertinent information





				1	Copy facts accurately





				2	Be concise as possible





				3	Use correct grammar, punctuation and spelling





				4	Describe the complaint completely





				5	Detail corrective actions needed





				6	Create a realistic solution





				7	List any interim measures to be taken





				8	Give a suspense date to when corrective action must be completed  














						CONCLUSION					Time: 5 min.








SUMMARY:		We have just finish the discussion on written communications.  You should now be able to communicate though written word more effectively.





REMOTIVATION:	If you are able to communicate effectively, you will be able to accomplish your fire 				prevention responsibilities efficiently.





ASSIGNMENT:	Review this lesson and prepare for the Block I examination.





CLOSURE:		You should constantly try to improve your communicative skills.  							It will make your job easier.  This ends the lesson.
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