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DEPARTMENT OF BUILDINGS 

EXEClJ11VE OFFICES 

60 HUDSON STREET. NEW YORK.. N Y 1001 3 

CHARl..ES M. SMITH. Jr .. RA. CommlSSlOilef PETER FRANCONERI. P.E 
Auistant Commissioner/Operation , 

[ ssuance 3 192 

OPERATIONS 
POLICY AND PROCEDURE NOTICE' 14/89 

To: Distribution 

From: Peter Franconeri 

Date: Sep tember 6, 1989 

Subject: Inspectorial Duties: Construction 

----------------------------------------------------------------
Superseded: operations Po li cy and Procedure Notice e 17/88. 

Issuance f; 113, from Fredric J. Pacci, dated 
June 13, 1988, pages 2425-2427. 

Purpose: To provide for efficient routing and to i ncrease 
levels of field training by Super vis ing Inspectors. 

Supervising Inspector: 

The Admini s trati ve Chief Inspector ~ill assign Supervising 
Inspectors to inspectorial di~tricts within the borough. 
The boundaries of these districts are to be set in a manner 
to equalize the workloads of the Supervising Inspectors and 
the Construction Inspectors. The Supervising I nspector is 
responsible for the quality and the performance o f the ~ork 
of the Construction Inspectors under his direct supervision. 

The folloving procedures must be adhered to: 

1. Inspector General: At least t~ice a ~eek, on Tuesday and 
F~idaYf the tentative route s heets for the next ~eek ~ill 
be forwarded to the Inspector General's Office by hand 
or fascim i l e transmittal. Once every two ~eeks (i.e. 
every time pay c hecks are picked up) the completed ro ute 
sheets must be delivered to the Inspec to r General's office 
by hand. 
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2. Daily Call-In: Dai l y call-in , t vic e d day, mus t be made 

by field in s pectocs to a des ig nated lia ison ~ho wil l r ecoed 
the t i me of the call, locati o n. and telephone number on 
a daily log. At· least one inspector feom e ach Supervising 
Inspectors Group must be called ba c k at that numbe r daily, 
\Jhich must be duly noted in the log book. 

3. Office Ooues: Office ho urs will be hel d on Tues day afternoon 
from 12:00 noon to 4:30 p.m. and Friday morn ings feorn 
8: 30 a.m. to 12:00 noo n. Daily route s heet fcom the previo us 
days will be completed at thi s time. Questions from the 
publi c wiLl also be entertained during these hours. 

4. Route Sheet$: Route $heet in~pections vill be scheduled 
geo9caphically to minimize travel time and to allow for 
a variety of inspections t o be performed daily by each 
inspector. I nc luded o n every da ily route sheet must be 
at least one scheduled inspection for a Permanent Inspection 
Record (PIR) card. 

5. Field Visits: The route sheet s w i ll con t ain a designated 
firs t stop (8:30 a.m.) and a designated las ~ stop (3;45 
p.m.) ~he~e the inspecto r ma y mee t the Supervising Inspector 
for field training. These train i ng a nd review visits 
will be un Schedul ed . Th e inspe c t or sho u ld remain at the 
first stop until 8:45 a.m. or the com pletion of t he inspection, 
Whiche ve r is later. The last stop ma y be scheduled e a rlier 
if the inspect i on is for a Cer tificate of Occ upancy or 
a scheduled (PIR) in s pection. In an y case the inspector 
is requ i red to r e main at the si te until 4:00 in anticipation 
of the Supervising Inspector's v i sit . These times are 
based o n working ho urs o f 8:30 a. m. to 4:00 p . m. For 
inspectors working other hours, the times should be adjusted 
appropriat e ly. 

The designated last stop should be a different type of 
inspection every day , ~henever pos s ible , so that training 
in a variety of areas ca n be completed. 

Each Supervising Inspector mus t co mplete at least two 
field training visits every we e k, one o f which must be 
a "last stop". 

The Supervising Inspe c tors re c ord t hese training visi ts 
on their daily r o ute sheet by wr i ting "TV/ (Inspec tor 's 
Name)~ in the "Coded Comments" co lumn . "TV" is an abbrevia t ion 
for "train i ng visit". They also i o i t i a l the f ie l d inspectors 
route sheet, indicating the premis es where the t raining 
.... as done. 
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5. Community Boa~d: Each S upervi si ng rnspectoc is responsible 
foe maintaining communications with the Community Boards 
within their assigned inspectorial distric t . The Community 
Boards may call Priority A complaints dire c tly to the 
SUgecvis ing Inspector. If the Supervising I nspector is 
ou t , they should contact the Administrative Chief Inspector. 
However, other Community Board complaints (Priority B, 
e or D) mu s t be submitted in wri t ing t o the complaint 
cle r k . 

At least o nce each month the Supervising Inspector must 
meet vith each Community Soard either by Attending the 
Community 50ard Meeting or by visiting the office~ If 
a waiver of this requirement is requested for specific 
Community Boards, the Borough Superintendent must submit 
a request to the Assistant Commissioner of Operations. 

Administrative Chief Inspector: 

The Administrative Chief Inspec tor is responsible for pe riodi c 
r eview of the individual route sheets to assure tha t different 
t ypes of wo~k (C of 0 inspections, schedul ed inspections, 
violation reinspect ions and complaints) are being assi g ned 
on a daily basis. The designated last stop should also be 
checked to ensure that it is varied daily, whenev er poss ible . 
The Adminis t rat ive Chi ef Inspector shall review the reco rds 
to see that field training visits are performed by each Supervising 
Inspecto r . 

The Administrative Chief Inspecto r must r e view all outstanding 
complaints o n the computer system and see that all pri o rity 
A, community Board and elected official complaints are anSWered 
promptly. 

The Adminis t ra t iv e Chief In s pec tor should be prepared to 
discuss the aforementioned i tems at the monthly Administrati ve 
Chief Mee ting. This discussion will inc l ude items such as 
t he number of sites requiring scheduled inspections, the 
number of scheduled inspections completed for each site, 
the number of complaints received, their priority designati o n 
and response time, complaints ~eceived from the Community 
Board, their priority designati o n and response t ime, and/or 
t he number of C of 0 inspections completed and the number 
sign-off on. 

PF:HG:mh 
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