Berks County Department of Emergency Services
Municipal Emergency Services Run Card Procedure

Purpose
This procedure establishes the required standards for preparing, submitting, and updating Municipal Emergency Services Run Cards used by the Berks County Department of Emergency Services (DES). Run Cards ensure consistent, accurate, and efficient dispatching of fire and EMS resources across all municipalities.

Definitions
Municipal Emergency Services Run Card Form:  A document listing resources to be dispatched for each incident type within a defined geographic area.

Emergency Services Run Card Authorization Form:  A document on file with DES that designates individuals or entities permitted to submit changes to fire and EMS run cards.

Requests for Information
Requests for Run Card documents must be made by the municipality or response agency having jurisdiction.  

Time and distance analysis for response areas will be provided upon request or when it is known that changes to the run cards are being prepared.

Run Card Format & Submission
Changes to run cards will be made using the most current Run Card form listed on the DES website, signed by the individual(s) with authorization for fire and EMS responses, as designated on the Authorization form, and submitted to the CAD Manager.  

· Run cards should be in a single Excel workbook for each municipality per fire response agency having jurisdiction with each response area on separate sheets, named for each CAD box #.
· Only run cards in the .xlsx (Excel) format will be accepted.  No handwritten copies, photos, scans, PDFs (except authorization page), etc. will be accepted.  
· Run cards submitted to DES must be emailed to berksdes@berkspa.gov
Review Process
All Run Cards will be reviewed for the following.

The review process will be completed within 7-10 business days of receipt of the run card.  The review process may take longer based on the number of run card submissions in progress.

Incident Type Resourcing
Home agency fire units listed on incident type response pages:  
· Any units in the Unit Type Dispatch section will be replaced with a unit of the same type if the unit fails to respond.
· [image: ]For example (shown below): Company 98’s AFA response is L98, E98+1.  1 engine will be the first engine on the resource list.

Incident types are resourced appropriately:
· Less emergent incident types are not more heavily resourced than emergent incident types.
· For example, the progression of fire incidents from AFA to SI to SI 2 to SF must be resourced equally or greater at each step in the progression.
· Likewise, MVANO through MVAENT & Fire must progress the same way.
· Appropriate apparatus types are listed on incident types.
· Rescue on entrapment incidents
· Engine on fire incidents

EMS Units:  The minimum number of EMS units and level of care have been pre-filled for each Incident Type.

OIC notification for incident types:  Gray colored incident types are permitted to have OIC only notification on the initial dispatch.  
· Incident types are required to have defined unit types listed on the 2nd alarm only if the initial dispatch is an OIC notification. 

Fire relocates are pulling from an agency outside of the expected responding agencies.  

The closest fire station to the geographically designated area must be dispatched on all emergency incidents.
· Closest fire agency’s ‘STA’ unit dispatched on all emergency incident types is preferred.

Station Dispatch:  Enter the stations to be dispatched.  Station dispatches are used for manpower and notifications.  There will be no replacements for station dispatches where a unit does not respond.
· Station unit only dispatches are permitted on the following call types
· MVAUNK
· MVAWITH

Non-Emergency Incident Types
The following incident types are considered to be non-emergent incident types for the purpose of run card incident type resourcing.
· Bomb Threat Standby
· Elevator Alarm NVC
· Fluids/Debris Down
· Helicopter Standby
· Pump
· Search
· Tress Down
· Wires Down

Resource Lists
Resource lists are completed with at least the required number of units.  Requirements are listed under the unit type on the resource list (example:  Aerial [10] means there is a requirement that at least 10 aerial units are listed).
· It is recommended that the main resource list be completed using the time and distance provided.  To avoid pulling multiple trucks from the same station, separate apparatus lists should be added for incident types where multiple types of units are needed.  
· Incident Type Specific Resource Lists allow for a different unit type resource list specific to certain incident types.  
· Enter the unit type
· Enter the corresponding incident type numbers from the column on the left.
· Enter the list of units in the order to be dispatched
· Apparatus listings for Berks County fire and out-of-county fire agencies can be found on the DES website at:  https://www.berkspa.gov/departments/emergency-services/911-communications-branch/9-1-1-communications-for-municipalities-emergency-responders
· It is imperative that the units listed on the run card match the units listed on the county website to avoid delays in reviewing and entering information into CAD.

Must be established with consideration to geography, except when resources are being called upon due to capability.

EMS Incident Type Fire Medical Response
Number of EMS Units:  Enter the number of units needed for the level of care response.

Fire Medical Response (formerly QRS):  List the Fire Medical Response units to be dispatched.

FIRE MEDICAL RESPONSE will no longer be configured by “due order.”  We must move to a time-based approach using the EMS unit's expected time of arrival.  In the interim, run card submissions must include both the “due order” and a time parameter.
Run cards within a jurisdiction must be consistent in the decisions about MEDICAL RESPONSE (for this discussion, “jurisdiction” means when the primary FC and the municipality are the same).  Consistency is among call types within the ALS class and within the IALS/BLS class, with regard to the time delay in EMS required for MEDICAL RESPONSE to be sent.
Example:  FD A is primary in muni 1 and ½ of muni 2.  FD B is primary in the other half on muni B.  The scenario painted would allow for 3 decision trees on provision of MEDICAL RESPONSE (A1, A2, and B2).
Exceptions will be made for special response cards or where justified.  E.g. a jurisdiction has a special response card for medical facilities or an elderly high-rise complex, these cards MAY differ from the rest of the jurisdiction.
A jurisdiction may select the MEDICAL RESPONSE time delay based on a per call type consideration.  The choices are 0, 10, 15, 20, 25, 30, 45 and NO.
· For any ALS call type in a jurisdiction where MEDICAL RESPONSE is being sent, the time selection must be 0 OR the same selection as every other ALS call type in the jurisdiction receiving MEDICAL RESPONSE. 
· For any IALS/BLS call type in a jurisdiction where MEDICAL RESPONSE is being sent, the time selection must be 0 OR the same selection as every other IALS/BLS call type in the jurisdiction receiving MEDICAL RESPONSE.

EMS Station Resource List:  Will be completed based on time and distance to the centroid of the run card while continuing to honor the first due EMS station.
Special Run Card Address List
If the run card will be used for a specific address(es), they should be listed on this page.  Examples of special run cards include high-hazard or high-occupancy buildings, medical facilities, or any other address where a different response is needed compared to the surrounding addresses.

Authorization Page
Complete and print the Run Card Authorization page for each run card submitted.  This page must be signed by the individual(s) authorized to submit changes to fire responses AND EMS responses per the Authorization forms on file with DES.  If the Authorization form lists the municipal governing body as the entity authorized to make run card changes, a copy of the action (ex:  resolution, approved meeting minutes) taken by the municipal governing body must be included with the run cards submitted.
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