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POLICY AND FROCEDURE NOTICE • 1/ 90 

To : Di s t cibution 

from: Pe te r fcanconeci 

Dat e: J a nu ary 1 7, 1990 

Subject: I n s pec t orial Duties: Bu reau of Electrica l Contro l 

Referenced : field Inspector's Call-In Procedure 
Op e ratio ns PPN f 18/87 

Purpose: To f o rmali ze the Department's procedure to provide 
f or effici e nt routing and to increa se levels of field training 
by Bo r o ugh Managers. 

Bor o ugh Hanager: 
" 

The Director of the Bureau of Electrical Control ( BEC) assigns 
a Borough Manager f or each b o roug h. The Borou gh Manager is 
responsible for the quality and the performance of the wor k 
of the Electrical Inspectors under his or her direc t supervision. 
The Borough Manager follows the procedures described below. 

1. Daily Call-In: Daily call-in. twice a day. must be made 
by field inspectors to a designat ed liaison ~h o records 
the time of the call. loca tion. and telephone number o n 
a daily log. At least one inspector from each Bo r o ugh 
Manager's Gr o u p is called back at that number da il y , which 
is noted in t he log book. In addition, at the time of 
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2. Office Hours: Offlce ho urs ace held e n ~a y day Friday mC~~:~;3 
fr~m ;:]0 d.m. to 1 2 : 00 nee n. P r operly dlSposi t lc ne d O~:3:dnc~~ 

da l:! ~~w:e sheets wlth all Ilsted doc~ments fr e m the pre~!c~s 
week ~ ace to be re c urned to the Bo r owgh Manager. No doc~me~t3 

are ~o be ~l:hheld unless the Borough Manager dispositions 
the cccumer.t s a nd reassigns. 

3 . Route Sheets: On pay day , each inspector receives a work 
pack containing all documents that haue been assigned to 
him or her for the next tyo ~eek period. Based on the 
work to be inspected, the inspector ~repares his or her 
daily route sheets to cover the two week period. 

4. Delivery to Inspector G@n@rai: Once Qvery two we~k~ the 
c ompleted r o ute sheets are de!i~e r ed by t he BEC In p ut /Out pu t 
Section to the Inspect o r Genera l ' s Of fi c e. 

s. Field Visits: The supervisor'S inspector locat i on daily 
repo rt s heet c ontains a designat ed f irst stop (8:00 or 
8:30 a.m.) and a designated last sto p (3:30 or 4;00 p.m. ) 
where t he inspector may meet the B o ~ough Manag er o r Ass i stant 
Bor c ugh Manager for fiel d tral ~ing . These t raining visits 
are unscheduled and unannounced. In any c ase . the inspecto~ 

is requi~ed t o remain at the ldst stop unti l 3:30 p.m. 
or 4;00 p.m., as required , to co mplete the 7 h our day. 

Each Borough Manager and Assistant Borough Manager must complete 
a t least two field training visits every wee k. 

The Borough Manager and Assistant Borough Man ager will re co r d 
the field meeting on their daily route sheets by writing ~TV" 
as an abbreviation for ~t~aining visit". They also initial 
the inspector's r o ute s heet, indicating the premises ~here 
the training was performed and t he time. 

General Manager: 

The General Manager is responsible for periodic review of 
the individual route sheets of th~ inspecto~~ , the Assistant 
Borough Managers and the Borough Managers to verify that the 
training visits are being made. The Gen e~al Manager is also 
responsible for ensuring that all proc edures listed in this 
document are adhered to. 
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