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SUBJECT:  Referrals to Outside Agencies 

	

	EFFECTIVE DATE: August 9, 2023 


	BY THE ORDER OF:  
Toms River Bds of Fire Commissioners Dist. 1 & 2
	SUPERSEDES ORDER #:  




Purpose: To create a standard for documentation and transmission of referrals to outside agencies by the Toms River Bureau of Fire Prevention. 
 
Scope: All Toms River Bureau of Fire Prevention Staff
 
Procedure: This policy will be strictly adhered to by all Fire Inspectors and Clerical staff
1. SDL inspection procedures 
0. Select “New Inspection” from the home screen.
0. Search the for the property under the Unit section if Commercial and Multifamily or Location section if Residential (Not multi-family).
0. Select “Referral” for the inspection type and “Complaint” for the inspection level
0. Start the inspection. 
3. Write a violation for N.J.A.C. 5:71-3.5 (quick pick list). Correct code section shall be updated as adopted codes change.
0. Section 5:71-3.5 - Coordination with construction, fire subcode and other officials
(a) The fire official shall ensure that the construction official and fire subcode official are notified when a notice of violation directs work which will require construction permit. He shall assist the fire subcode official to determine whether the work for which a permit is applied will correct the violation.
(b) The fire official shall ensure that a permit was obtained, and any work done was approved by the construction official and fire subcode official before a violation is abated.
(c) Whenever, in the enforcement of the fire code and other codes and ordinances, it becomes necessary to subject a given building to multiple inspections in the same general time frame, it shall be the duty of all involved inspectors to coordinate their inspections and administrative orders as much as possible so that the owners and occupants of the structure shall not be subjected to inspections more numerous than necessary, nor to multiple conflicting orders. Whenever an inspector observes a violation of some law, ordinance or code of the jurisdiction that is not within the inspector's authority to enforce, the inspector shall report the findings to the official having jurisdiction in order that such official may institute the necessary corrective measures.
3. Attach all pictures you have for the referral in the inspection.
3. Send the report as you normally would for any other inspection to all involved parties.

0. Set reinspection date for 90 days out to follow up with the referred agency.
4. Follow up as needed. Email referral agency for status update.
0. Complete the “TRFBP Referral Form”
5. See attached.
5. Referral form is an internal office document to be saved in SDL.
0. When the inspection is complete, email the referral form and pictures (if not uploaded to the inspection) to trfireprevention@trfire.org 
6. Include “Referral – [property address]” in the subject line of the email

1. Email referral information, pictures and any other pertinent documents to the appropriate agency or agencies. Examples of referral agencies listed below.
0. Toms River Building Department
0. Toms River Code and Housing 
0. Toms River Zoning Department
0. Toms River Police Department

1. Clerical SDL procedures 
2. Once the inspection is in SDL and the inspector sends the referral form in the email, please attach the form and any picture provided to the related tab in the SDL referral inspection for the referenced property. 

Toms River Fire Prevention Bureau – Referral Form attached as an appendix to this document.
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