
 1 

Firewise Leaders Guide to the Firewise USA Portal 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 2 

Table of Contents 
 

1. How to create a Firewise account 
 

2. How to create a new Firewise Site Profile 
 

3. How to apply for Firewise USA recognition 
 

a) Step One: Overview 
 

b) Step Two: State Requirements 
 

c) Step Three: Risk Assessment 
 

d) Step Four: Board/Committee 
 

e) Step Five: Action Plan 
 

f) Step Six: Educational Outreach 
 

g) Step Seven: Vegetation Removal 
 

h) Step Eight: Risk Reduction Investment 
 

i) Step Nine: Review 
 

4. How to submit your Firewise site’s yearly renewal 
 

 
 
 
 



 3 

How to create a Firewise account 
• Go to portal.firewise.org  

 
• Create an account 

 
• To complete the next step, you will need:  

Resident Leader Information,  
Site Name,  
Number of Dwelling Units,  
Community Contact Information,  
Location of your Site 

 
 

 
 

NOTE: If you see the page below you are NOT on the Firewise portal 
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How to create a new Firewise site profile 
 
Before a site can apply for recognition, a profile for the site must be created.  
 

• Login to your account at portal.firewise.org 
 

• Select ‘Create New Site’  
 

 

 
 
 

• Complete the ‘Getting Started’ section (Site Profile)- see next steps 
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•   Step 1. Map the Site 
 

• Open Google maps and right click on your location 
In the pop up window you will see the latitude/longitude in decimal     
format at the top 
Copy coordinates by left click 
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Step 2. Resident Leader information,  
                Regional Coordinator information,  
                Firewise Site Name,  
                Number of Dwelling Units and Residents,  
                Additional information 
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Step 3. Site Contact Information 
 
 

 
 

• Review the information.  
NOTE: this information can be updated at ‘Community Details’ on your 
Dashboard BUT you will not be able to update the map, Resident Leader 
information or change the site name 
 
 

 
 

• Agree to the ‘User Agreement’ by clicking the checkbox 
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Resident Leader- main point of contact. This person has the log in and 
password for the Firewise portal. They complete the application and provide 
neighbors with the Firewise certificate. Please share your login and password 
with your committee members 
 
 
 
Regional Coordinators- these individuals assist the Resident Leader. In the 
Tahoe Basin: 
 
1. Fire District Defensible Space Inspector  
2. Tahoe RCD StaV fire@tahoercd.org 
 
 
 
Dwelling Unit/Residents- is a house. An apartment building with 10 units 
would be considered as 10 dwelling units. Residents (number of people 
residing in the neighborhood) are estimated 
NOTE: the dwelling numbers must match on your Risk Assessment and Action 
Plan 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:fire@tahoercd.org
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How to apply for Firewise USA Recognition 
• Login to your account at portal.firewise.org.   

NOTE: you must have a site profile already created 
 
• Start ‘New Application’. You will now be redirected to the ‘Application 

Overview Page’ 
 
 

 
 
 

• Use the Navigation Bar to move through the Steps (Steps 1-9) 
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Step One: Overview 
• Read and continue 
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Step Two: State Requirements 
• Download the Risk Assessment document to your desktop. Name this 

document with the name of your site and the date 
Example: KekinRiskAssessment2024 
NOTE: this document is not digitized on the portal and WILL NOT save 
automatically 
 

• Download the ‘California Action Plan’ under number three of the 
outlined steps. This Action Plan is created for three years. Name this 
document with the name of your site and the date 
Example: KekinActionPlan2025-27 
 
https://readyforwildfire.org/prepare-for-wildfire/firewise-communities/ 
NOTE: Tahoe RCD will also send you a copy. You CANNOT use a regular 
word document 
 

 



 12 

Step Three: Risk Assessment 
• Upload the Risk Assessment when completed by your allocated 

Defensible Space Inspector OR your Committee 
 

 
 

• Double Check-   
Committee members/fire district staV must all be included on the 
‘Participant Table’ including their name, position, email, and telephone 
number, 
dwelling numbers match,  
all boxes have been checked,  
there are no blanks,  
all ‘Observations’ have been summarized 

 
• Add the map of your neighborhood. If your fire district has not added the 

map into your Risk Assessment Tahoe RCD will provide you with a map 
which you will upload as a separate document under the Risk 
Assessment section 
 

• Note the Date Assessment Completed 
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Step Four: Board/Committee 
• Click ‘Yes I have established a board/committee’  

NOTE: you must have three members minimum. Fire District and Tahoe 
RCD staD are NOT committee members 
 

• Enter your committee members information  
NOTE: this is shown as optional but, in the Tahoe Basin, we would like 
everyone to add this information 
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Step Five: Action Plan 
• Read the CalFire instructions on page one, Complete and then Upload 

the Action Plan.  
NOTE: Save as a word document to allow Tahoe RCD to make edits if 
required 

 

 
 
 

• Enter the date in the header. Your Action Plan starts the year after you 
are applying (ex. you are submitting your application in 2025 then your 
Action Plan will be for 2026-2028). Also, remember to add the dates 
within the document under Year 1, Year 2, Year 3 
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• Create actions for each year under each section. You MUST hold a 
minimum of one workday per year and this will be noted under the 
‘Education and Outreach’ section. You will not be able to complete and 
submit this application without a workday 
 
NOTE: you must create a minimum of two actions per section, do not 
duplicate all actions for each year, you must use recommendations 
from the Risk Assessment in your actions, DO NOT say you are working 
towards defensible space compliance 
 

• Ensure that if you enter your dwelling numbers in the Site Description 
that this matches what is recorded in your ‘Community Details and ‘Risk 
Assessment’ 
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Step Six: Educational Outreach 
• Click ‘Other’ to record your required Annual Workday (Wildfire 

Community Preparedness Day) and note what you did and the date 
 

• Add ‘Activity/Event(s)’ that you or other Committee members have 
completed within the current calendar year 
NOTE: Committee members MUST participate in one educational event 
per year 
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Step Seven: Vegetation Removal 
• Record a removal- the estimated yardage of vegetation removed 

NOTE: a typical estimate would be 1-3 yards per house (5 x 39-gallon 
bags= 1 cubic yard) 
 

 
 

• This is the total yardage for vegetation removal not just the yardage for 
your own house but the whole neighborhood 
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• Check ‘Removed Vegetation’ 
 

 
 

• Add a comment of what work was completed 
 



 19 

Step Eight: Risk Reduction Investment 
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• Enter hours worked broken down into; Dwelling Unit, Miscellaneous 
and Landscaping if possible. These hours will be converted into dollars 
and displayed. Hours are calculated by the national volunteer hourly 
rate. Firewise USA prefers that you breakdown your hours and do not 
provide them with one number 
NOTE: This information is collected primarily during the required yearly 
workday but any hours within the calendar year can also be collected 
and recorded 
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• Enter expenses/investments related to defensible space/home 
hardening ex. replacement of roof, new deck/fencing 
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Step Nine: Review 
• Review and double check that you have included all the required 

information 
 

 

 
 

 
• Contact the Tahoe RCD Regional Coordinator. They must review prior to 

submittal 
This reduces the likelihood of your application being returned for edits 
which can lengthen the approval process by one to three weeks 
 

• Choose the number of Firewise Signs that you would like under 
‘Recognition Materials’. No more than two are available. You can 
purchase more here: https://www.nfpa.org/product/id/fwc92117s 

 
• Submit. As the Firewise Leader you will now submit your application 

 

https://www.nfpa.org/product/id/fwc92117s
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How to submit your Firewise site’s yearly renewal 
 
Renewal Application Video: 
https://www.nfpa.org/education-and-research/wildfire/firewise-usa/annual-
renewal-information 
 

• Select ‘Start Renewal Application’ 
 
 

• Step 1: Update your ‘Site Contact Information’ 
Make changes to your ‘Site Contact Information’ if needed 
 
 

• Step 2: Overview 
Update leader/coordinator/site information if needed 
 
 

• Step 3: Review ‘State Requirements’  
If applicable download and review additional requirements 
 
 

• Step 4: Update your ‘Risk Assessment’ 
Check ‘Reuse the current Assessment’ unless required to Upload a new 
Risk Assessment (updated every 5 years) 
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• Step 5: Update ‘Your Board/Committee’ (optional) 

Make changes if needed 
 
 

• Step 6: Update ‘Your Action Plan’ 
Check ‘Reuse the current Action Plan’ unless required to Upload a new 
Action Plan (updated every 3 years) 
NOTE: Download and edit the California Required Action Plan. You 
CANNOT use a regular word document 

 

 
 
 

• Step 7: Record ‘Educational Outreach’ activities/events 
Check all relevant boxes. For your Firewise Workday check ‘Other’ and 
note the date and what activities you completed on that date 
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NOTE: Committee Members MUST attend one educational event and 
each Firewise site MUST complete one wildfire risk reduction 
educational outreach event or activity (workday) per calendar year 

 
 

• Step 8: Record ‘Vegetation Removal’ 
Enter the number of cubic yards of vegetation removed within the 
calendar year 
 

 
 
 

• Step 9: Record ‘Risk Reduction Investment’ 
Enter the number of volunteer hours worked and money spent within 
the calendar year 

 

 
 
 

• Step 10: Review and Submit 


