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Purpose: The purpose of this policy is to establish rules and regulations to be adhered to by all Bureau of Fire Prevention Employees.  Any employee who violates these rules and regulations may be subject to discipline up to and including termination.   
 
Scope: All Toms River Bureau of Fire Prevention Employees

Responsibility: It will be the responsibility of the Chief Inspector of the Bureau of Fire Prevention to ensure that all policies and procedures adopted by the Toms River Township Joint Board of Fire Commissioners be adhered to by all members of this department.   
 
Procedure: General rules and regulations will be followed by all employees of the Toms River Bureau of Fire Prevention at all times. Any deviation from these rules may result in disciplinary action.

A. Use of Phones
1. The phones located in the Bureau of Fire Prevention are for business use only.  Personal calls on an emergent basis are permissible as long as it does not become a constant abuse.

2. Direct office phone line is (732) 240-5153. At the present time, we are using three extensions (Ext. 8480, 8481, and 8482) through the Township of Toms River Phone system (732) 341-1000.  The facsimile line is (732) 240-6703.

3. When answering the phone, employees shall answer the phone “Good Morning (Afternoon or evening) Toms River Bureau of Fire Prevention, my name is _______________, how may I help you”.  When in the absence of Administrative Assistant staff, the Inspectors will answer the phones.  All Inspectors will use their title.  No phone shall ring more than three (3) times.

4. All incoming calls to the Bureau of Fire Prevention offices shall be answered Monday through Friday between the hours of 0830 and 1630 hours exclusively.  Please let the answering machine record any incoming calls prior to 0830 and after 1630 hours.  This will alleviate any misconceptions the public may have about the Bureau’s normal work hours.  

5. All employees issued cell phones and pagers shall carry them during work hours and while they are on duty.  While operating a motor vehicle, all employees are required to follow the laws of the United States and the State of New Jersey.  These devices shall remain on at all times during business hours and the Duty Inspector shall carry his/her cell phone after regular business hours.  If any of these devices are inoperative, promptly report any issues to the Chief Inspector of the Bureau of Fire Prevention.
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