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Field Communications Manual


5.0   Designing, Implementing and Upgrading Box Cards

5.1
Lycoming County uses emergency service zones (ESZ) for the designation of response areas within Lycoming and Sullivan Counties.  Emergency services zones are geographical areas where the emergency service providers are unique to that particular area.  In any given emergency service zone there is one police agency with jurisdiction, one fire department, one basic life support service, and one designated advanced life support agency.  This unique combination then constitutes the response for that emergency service zone.  Within an emergency service zone is a Box Card response designation.  Box Cards are utilized to show the specific Fire/EMS response within that emergency service zone.  Responses assigned within a box card are ultimately the responsibility of the municipal officials; however, in many circumstances, this responsibility is delegated to the Fire Chief of the municipalities’ primary fire department.  The exception may be for the designated ALS response since the County requested each municipality to make the designations for first through sixth response of ALS units in 2006/2007.  At that time, some officials determined the response on their own and some assigned it to their Fire Chief.

When designing a box card response the Fire Chief takes maximum advantage of the equipment and manpower that is available to him in that geographic area.  He/she need to consider the terrain, water supply, construction within that area, the company’s apparatus, and the mutual aid companies around them and their available apparatus.  It is recommended that the response area is not divided up too small as it becomes more difficult to set the Emergency service zones and administratively there is more work for both the Fire Chief and the staff at the Communication Center. 

There are two types of changes:  a boundary line change or an apparatus change.  Boundary line changes are complicated and involve interfacing with the IS staff allocated to DPS, CAD Coordinator/Telecommunicator and the various telephone companies.  A boundary line change will change the ESZ, emergency service zone.  This is a more time consuming process since the phone companies are involved due to changing the ALI (Automatic Location Identification) database within the Master Street Address Guide.  Additionally boundary line changes may involve several Fire Chief’s agreements.
Apparatus changes are not as complicated and can usually be completed within 30 days.  The following procedure is used to request an apparatus change to a Box Card area.

· The Chief submits requested change to the Communications Manager either on a paper copy of the existing box card with changes noted in red ink or by email with a detailed explanation of the changes requested.  The Fire Chief’s signature or a letter from the municipal officials on their letterhead with signatures or an email from same will constitute an electronic signature.

· Changes are made on a “Proposed Changes” Box Card and placed on the Fire Chief’s web site at www.lyco.org  where they will be viewable.  This is a read only document and is not meant for changes to be made there.  Fire Chief’s can print them out to use as a reference.   

· A digital page is sent to all Fire Chiefs advising them of a “Proposed Changes” box card added to the site so they can review the changes and contact the appropriate Chief if there are any concerns.

· If the Communications Center is not made aware of any concerns and the “Proposed Changes” Box Card has been on the website for 30 calendar days the “Proposed Changes” Box Card will be moved on the website as the revised box card and the changes will be made in the CAD system.  

· If the Communications Center is made aware of a concern, the Fire Chief requesting the change will be sent an email (letter if no email access) detailing the concern and the change will not go into effect until the requesting Chief has selected another piece of apparatus to replace the one in question.  If the concern is due to a deletion of apparatus, the changes will still go through.  One Fire Chief cannot hold the other Fire Chief’s changes hostage because he does not agree with his/her apparatus being deleted.  The web site is a means of notification not agreement.

· A page to all Fire Chiefs will advise that the change has been made and will advise of the time that it will take effect.
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