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FDO70-Administrative-Create/Modify Contractor
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Process Scenario:
Contractor company listing/Common Names needs to be
updated

System Constraints:

-When working in Naviline, if there is a need to create or modify
a contractor, session being utilized has to be closed and a
separate session needs to be opened

-Contractor listing is manually inputted and not automatically
inputted via a subsystem like Business Licensing or Building

Business Rules:

- Contractors cannot be deleted, inactivated, or reactivated

- Finance only has the authority to create/modify contractors

- Once contractor is inputted in the request, the contractor cannot
be changed via Intake

- If a contractor is not listed in the drop-down, Intake must enter
the information in the Pending contractor field

-Contractor listed on the request is responsible for fees and the
permit and is considered the owner of the permit.

- A contractor can submit multiple requests(applications)

- A contractor can work on multiple projects/structures/addresses
or work for multiple companies

- A contractor may be a single person

- There can be multiple applicants who work for the same
contractor

- A contractor can be a person or a company

- A contractor can be domestic or international

- Only one contractor can be listed on the request/application

- If fire department adds a contractor- FDAC type is added

Triggers:
- Naviline request (application)
- Customer communication

Goals/Objective:
- Contractor drop-down list is populated in Naviline
- Contractor detailed information entered or updated in Naviline

Gaps:

1. Building department currently utilizes contractor drop-down but
this list is not shared with Fire Department. Both departments
may potentially utilized/share the same information. Business
license contractor listing may also apply?

2. Creation of contractor only occurs if Finance notices missing
contractor and/or is notified

3. Hold on contractor permitting not occurring/being utilized when
contractor hits a specific total outstanding fee threshold

4. Differentiation between, submitter of request vs, person
responsible for permit vs. person responsible for payment vs
Contract company hired for construction vs Contractors of the
contract company

5. Update of contractor information- informal process not
updated automatically and interface available not available to
customer.

Roles:

Customer- Can be an internal (Clark County department/agency
employee) or external person (not employed via Clark County or
servicing Clark County)

Intake- Fire Department i(Prevention) staff responsible for
assisting customers at 1% floor Fire Station 18

Finance- Fire Department (Prevention) staff responsible for
Finance

Systems:
Naviline
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FDO71—-Administrative -Imaging

>

Intake / Pick Up

Submit to imaging:
- Application

- Renewal letters

- Signed documents

Side Notes:
documents

including plans

2 scanners utilized- one for plans, one for additional

Average number of pages scanned weekly : 5,000 not

Plan Checker

Submit approved documents |
to imaging:

- Plan Check Sheet

- Plans

- HUD's MUD'’s, PUD’s
- Permit Survey Forms
- Letters of Agreement
- MSDS with Permit
-Hazmat Documentation

DFM
‘

Submit to imaging:

- Inspection Check Sheet

- F35, CMTs, Complaints
-NOVs, Stop Work Citations,
etc.

Organize basket
by date and paper

size and put into
dated box (FIFO)

Are required
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—
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End

Process Scenario:
1) Documents need to be scanned and related to a permit /
application number within File 360

System Constraints :

Business Rules:

-All Documents are scanned in as they are received -First in First
Out

- All Documents are imaged in in the File 360 application

- All documents in main File360 application must contain an
Permit # Major Project, Address, Application Code and Date
(date doc approved , created, etc)

- All current documents must be imaged before backlog can be
imaged

Triggers:
-Documentation is dropped off in imaging bin for scanning

Goals:
-Documentation is scanned into File 360

Gapsl/lssues:

1. Documentation dropped off may not include a cover sheet that
includes the correct permit# {(application frequest #) to associate
the documents to.

2. Documentation is not received in a timely manner -especially
with Plans Check Some plans checkers will leave plans build up
for a month prior to drop off .

3. Deputy Fire Marshal review of ingpections is backlogged .

4 |f electronic plans were submitted, there isn't actual scanning
but it takes 15-20 minutes to move the files into File360 from the
electronic plan system (per document package )

Roles:

Customer- Can be an internal (Clark County contractor or
employee) or external person (not employed via Clark County or
servicing Clark County)

Intake- Fire Department i {Prevention) staff responsible for
assisting customers as it relates to Prevention

Clark County Agency- Ancther Clark County department outside
of Fire Department. May include Air Quality Management ,
Business License, Health District, Development Services,
Building, Comprehensive Planning , Zoning

Scheduling-Fire Department {Prevention) staff responsible for
scheduling inspections

Finance- Fire Department (Prevention) staff responsible for
Finance

Imaging-Fire Department (Prevention) staff responsible for
scanning documentation and images as it relates to APN
Address, applications

Systems:

File 360
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FDO72-Administrative -Inspection Scheduling

Customer

Clark County Agency

Finance
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.
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Turn in paperwork for
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Check for > Irjspectors,
Request and assignment _and
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Naviline » Naviline
Only way customer !
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Fa"ing abOUt Set schedule
= and assignment
in Naviline
Customer Inspection
Notified of date/ i« Ves L |
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inspection, else
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Y
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Process Scenario :

Fire Department inspection is required and needs scheduling

This does not include Business Licensing , Courtesy Inspection &
Annual Occupancy or Overtime .

System Constraints :

-Naviline uses a point system instead of basing availability off of
business schedule

-Naviline and CLIPS do not talk to each other

-Naviline- cannot block out time for vacation , meetings, training,
etc- items not included /considered inspection . Have to enter an
administration code to block out time .

-In Naviline, travel time was estimated and absorbed into
inspection time..

Business Rules:

- A request (application) has to be entered in Naviline for all
inspections except for complaints . Complaints utilize the code
enforcement module .

-Temporary Permit/Special Event Inspections are always booked
no matter if points are over .

-Temporary /Special Event, Renewables, and Renewal
inspections are proactively scheduled without a call from the
customer.

-Weekend permit requests go to the weekend and night time
inspector or require overtime from another inspector

-More than one inspector can be assigned to a property

-An inspector may be given a specialty assignment , with a
backup inspector, for a particular property or major property /
address .

-On Business License and Courtesy inspections , a no charge
permit is created

-Every attempt is made to schedule the customer’s requested
date. Time is not guaranteed

-Renewals and New Renewable inspections are scheduled 2
weeks out from date of entry

Triggers:

- Customer communication

- Request/Application submission
- Online inspection scheduling

Goals:
- Inspection scheduled in Naviline

Gaps:

1. Customer isn’t always notified of when the inspection date /
time is unless the customer calls

2. Currently have a report that shows temporary inspections
which have a result. However, lacking visibility to temporary
permits which are “CM”/ where the inspector did not go out to the
site or where the inspection was not scheduled and the event is
already over .

3. Not all inspections are treated the same in that FD may be
proactive versus reactive . Example: Renewables -proactive,
System/Construction reactive .

4. Code Enforcement module is separated .

Roles:

Customer- Can be an internal (Clark County department /agency
employee) or external person (not employed via Clark County or
servicing Clark County)

Clark County Agency - Another Clark County department
outside of Fire Department . May include Air Quality
Management , Business License, Health District, Development
Services, Building, Comprehensive Planning , Zoning

Finance - Fire Department (Prevention) staff responsible for
Finance

Scheduling/Administrative- Clark County Fire Department
Administrative staff (Prevention) (Laurie, & Stephanie handle
business license scheduling , Amber, Judy, Penny Dale & Tanya
handle all other inspection scheduling )

Inspection -Clark County Fire Department Inspection staff
responsible for evaluating code compliance and enforcing code
compliance

Systems:
Naviline
Outlook
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FDO73-Administrative -Manage Time & Availability

All Prevention Staff Plans Check Inspection Payroll
Start :
Daily Clock |——————» Svi\::p}?r 5: c()jse
in/Clock out
Start
Schedule/ M'\gz?iﬁgein
Accept
Meeting Outlook
Refer to
Administrative -
Start Scheduling
Submit process Manage
Changes for »{ Schedule in
Normal »| Telestaff
Business
Schedule
Start Ins;s)teacl;ttion Manage in Refer to
Submit ) Naviline Inspection -
changes for =5l Perform
Time-Off/ |/ i
{ Inspection
\_/acatlor_1/ process
Sick/ Union
\eave (OO0, Administrative - Start DM_Ianzgte_ .
Inspector’s Ii))g/; Ex:;\gﬁy
Dl REL Spreadsheet
Start
Submit O.T
detail Start Manage
completed Submit Schedule on
Availability O.T Sharepoint
for Overtime, Calendar

Start

Plan Checks |————»|
Daily Detail

Manage in
Naviline

Systems:

Kronos- Used for recording start/end time (Clock in-Clock out for
the day

Naviline-Used for recording time and providing availability

o Plans Check

. Plan Review

. Admin, Meeting,

= 000 (Out of Office )time (vacation, sick)
. Training hours

o Inspection

. Travel time for Inspection

Ll Perform Inspection

. Document Inspection

. 000 (Out of Office )time (vacation, sick)

Daily Activity Log-Used for recording hours/minutes for all
activities related to an Inspector

Inspector O.T. Sharepoint calendar-Used for recording overtime
availability

Telestaff-Used for identifying schedules /work hours by
individual, vacation, sick time, union leave, out of office time.
Utilized by payroll.
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FDO74-Administrative -Overtime Process

Process Scenario :
1) Inspection overtime
2) Plans check overtime

$ystem Constraints :
Unable to designate as overtime in the system .
{System does not automatically calculate overtime fees

usiness Rules:

No
h 4

Add any additional
action log notes and
complete request

End Finance
Steps

o If request was emailed or fax, an escrow account must be
g upplied
i = Submit Inspection Receive notice Date/Time A mﬁ'i(;ttrc;ﬂve_ Receive notice of Sian Inspection I\_Iot all overtlme, is contractor paid and can be paid by from the
8 Inspector OT Overtime/Same inspector is not considered No—p» Sehedi inspection time, In\?oice Epstimate ire Department’s budget
request D available oT? g contact info, etc. ccording to union policies , the designated area inspector (s)
Authorization Process . .
ave 10 minutes to respond to an overtime request before the
A vos A A ire Department can offer it up to all available inspectors
If an inspector is required outside of the area designated
ihspector or backup, overtime is awarded to the inspector with
he least amount of overtime at the time of scheduling
\ 4 vertime is charged at a rate of $80.00 (per hr) per person , per
) _ ermit for an extended work day
= T“rgcﬁzgﬂﬁ; Into vertime is charged at a rate of $240.00 (3 hrs) for an outside
c gular work -day inspection, plus an additional $80.00 per hour,
- er person per permit for every hour over 3 hrs.
n additional charge of $75.00 applies for a same day
ihspection (less than 24 hours notice)
iFire Prevention personnel must have a minimum of 8 hours off-
uty
y Triggers:
Evaluate type of Notify customer to dnspection overt|r_ne r_equwed -Inspection Overtime/Same Day
request, # of select another Request & Authorization form
inspectors needed. inspection date Express/Next Day plan review
A
Soals:
{Assess and calculate overtime charges as it relates to plan
Notifications done ] y ffeview and inspection
via email and Ny e {Overtime information updated in Telestaff and payroll system
phone text property inspector
(per guidelines)
Saps/Issues:
1. Rules are not concise as to what is considered an extension
Notiy Customer ersus outside regular work -day
(inspection time, Overpme process is not the same for Plans Check as it is for
inspector contact [Inspection
Inspector ) 3. A large denomination of outstanding fees is attributed to
available ? Yes T vertime charges
T . Customer accusations of double -billing
. Invoice/Estimate does not get imaged
o No No Scan and email
c * application to oles:
% inspector or put in ustomer- Can be an internal (Clark County department /agency
8 Notify backup inspector maibox mployee) or external person (not employed via Clark County or
= inspector (per ervicing Clark County)
(% guidelines) [htake- Fire Department i (Prevention) staff responsible for
ssisting customers as it relates to Prevention
| inance- Fire Department (Prevention) staff responsible for
v Add fO.T inance
app“ggt‘i)gnoto oT anagement -Fire Department (Prevention or Suppression )
ek binder/book upervisor staff responsible for approval of said processes |,
| Sl 1 rocedures or activities .
nspector Yes . i . .
available ? [Inspection-Fire Department (Prevention) staff responsible for
ihspections
lans Check-Fire Department (Prevention )staff responsible for
No viewing plans submitted for construction or operational permits
L 4 T ayroll-Fire Department staff responsible for payroll and
NOtey ESor 4 assess fees post dditional levels of accounting .
. Schedule inspection
|_nspect0rs Inspector Yesp|  inspection in Document
available for O.T available ? Naviline > responses
(per guidelines) A $ystems:
INaviline
Excel
Submit to
Management for
review
A 4 N
DFM Reviews Depending on the nature of the
Inspector OT problem, this could cycle back
request and return Compare to through Management alone or
application with entries ire Kronos, iscrepancies Submte / Payroll and Management again
E signature Navilne, & found? Yes—Ppi Ir::soprfg:?i:) Lor until issue is resolved
() Telestaff
£
G) .
% \_/alerle Schubert No
c files paperwork +
S
8 : Chief Approves in Approve in
CI? IR : . Telestaff & turns in DFM Reviews Telestaff & Submit to
ronos, and ISCrepancies . . A . .
N — found? N> docu_ments_to email/ OT_ Forward em_a|VOT P Administrative -
Telestaff ’ Administrative documentation documentation to Imaging process
elesta Assistant Finance
A A
Yes.
v _ .
Scan & email
Go to Obtain Customer prevention@co.clark.nv.us Correct paperwork
Inspection- signature on Result Complete Payroll Enter time in 1) Inspection OT /Same Day and/or Telestaff
Perform Inspection Invoice/ Inspection Reporting form Telestaff Request
c Inspection Estimate 2) Inspection Invoice/Estimate
g 3) Payroll Reporting Form l
3]
a
17} Scan & resubmit to
= prevention@co.clark.nv.us
A 1) Inspection OT /Same Day
Request
2) Inspection Invoice /Estimate
3) Payroll Reporting Form
A 4
Plans check overtime is not requested by
the customer and is instead volunteered v
by Plans Check if it is needed . Process Submit to ] Correct paperwork] g Sutz:nr]:;(t:i fF;I?nS
differs greatly from inspection process. Management and/or Telestaff CETT
It can occur as a result of an Express/
Next Day Plan review.
50% of plans tend to be done on OT T
X
8 As part of review
< Plan Check OT FD-Plans process- Update Complete Plans
(@) Start Review —P Naviline Request with —p L p| Review Overtime
c process number of hours/ Start Authorization form
© and End Time on permit
o
N Enter time in
Telestaff
A 4
. " Print Outstanding/
Receive and 5 Additional - x Go to FD-
review email/OT ) Perform Quality [ Ye ) Add on addltl_qnal Invoice by contractor | e
. Check " Fees In Naviline and place in file for
documentation required? follow-up MonthEnd
No
0] Escalating
g Fees? Yes—
]
=
L
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FDO75-Administrative -Permit-Modify-Address

Fire Department

plans need to

A
Go to Create/
Modify-
Application-
Request Process

have revision
submitted

Customer Intake Inspector Finance Imaging Plans Check
- Not always done. If unique APN
Finance may address combo changes, then
Start also notice this occurs. If just a minor
Notify Fire . | Receive Address address change like suite number, a
Department of ”| change request inconsistency manual update on the field is
ddress Chang during fee done
verification
Customer —_—
usually calls
but may _ i
submit this in Existing Verify address Update Print out receipt, Correction will be
writing Send request to Receive Address Renewal/ Nodl  information in information in Plans already No—p Circle Address > requested or
through email Finance Change request Renewable OpenDoor "] Naviline/ perform approved? [—| Provide to Plans i noted in Plans
or a letter Permit ? a location transfer Check Review Process
Yss Submit
Inf c — Corrections to Go ;(lzolgr;asgs]lng
nform Customer Verify information Imaging
Start he/she needs to in CLIPS
Notify of Business request new
License Address permits/submit
Change new application/
request
Yes
Inform Customer | | |dentify if existin If permit does not
? 9 need to remain
he/she needs to permit needs to | Process
request new remain open for X > open-close Ends
permits/submit period of time requesy
Receive new application/ application _
information from request Notify customer

Process Scenario:
1) Address has changed for a project or related permit

System Constraints :
-N/A

Business Rules:

-When an address change occurs on a renewable permit , the
permit has to be closed and the customer has to start the request
process for permits all over.

Triggers:

-Customer calls, emails or submits letter regarding address
change

-Customer submits business license ownership change and
business license requests business license inspection

Goals:
-Address information is updated in Naviline and File 360

Gaps/lIssues:

1. Process is not formalized and followed consistently . Customer
is not required to submit a form with changes

2. There can be multiple addresses that need to be tied to an
application/request, and a permit but the levels of information
required is not recorded .

3. APN can change and be split out to multiple APNs for one
address.

4. Address may be different or inconsistent in CLIPS , GIS,
OpenDoor and Naviline .

5. APN and associated address can be changed without Fire
Department being aware

Roles:

Customer- Can be an internal (Clark County contractor or
employee) or external person (not employed via Clark County or
servicing Clark County)

Intake- Fire Department i (Prevention) staff responsible for
assisting customers as it relates to Prevention

Clark County Agency- Another Clark County department outside
of Fire Department. May include Air Quality Management ,
Business License, Health District, Development Services,
Building, Comprehensive Planning , Zoning

Scheduling-Fire Department (Prevention) staff responsible for
scheduling inspections

Finance- Fire Department (Prevention) staff responsible for
Finance

Imaging-Fire Department (Prevention) staff responsible for
scanning documentation and images as it relates to APN
Address, applications

Systems:
Naviline
File 360
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FDO76-Administrative -Permit-OwnershipChange

Customer Intake Inspector Finance
Finance may

Start _ also notice

Notify Fire Receive ownership
Department of Ownership change
Ownership Change request during fee
Change verification

Ownership

change is

usually found -

out through Send request to Receive

business Finance > Ownership

- Change request

license

inspection

request

Through FD-
Inspection-
Business License
Start process,
Notify of Business Inspector

License of
Ownership
Change

informs customer
he/she needs to
request new
permits/submit
new application/
request

Receive
information from

Fire Department

4

Go to Create/
Modify-
Application-
Request Process

Inform Customer
he/she needs to
request new
permits/submit
new application/
request

Identify if existing
permit needs to
remain open for X
period of time

If permit does not
need to remain
open- close
request/
application

Process
Ends

Process Scenario :
1) 100% Ownership has changed for a renewable permit . This
includes acquisitions.

System Constraints :
-N/A

Business Rules:

-When an ownership change occurs on a renewable permit , the
permit has to be closed and the customer has to start the request
process for permits all over.

Triggers:

-Customer calls, emails or submits letter regarding ownership
change

-Customer submits business license ownership change and
business license requests business license inspection

Goals:
-Permit is closed in Naviline and a new permit request has been
submitted

Gaps/Issues:

1. Procedure is not formalized .

2. Customer is not required to submit a form with changes

3. Code indicates when ownership changes , permit becomes
invalid for all permits. However, this process does not include all
other permits .

Roles:

Customer- Can be an internal (Clark County contractor or
employee) or external person (not employed via Clark County or
servicing Clark County)

Intake- Fire Department i (Prevention) staff responsible for
assisting customers as it relates to Prevention

Inspection-Fire Department (Prevention) staff responsible for
inspections

Finance- Fire Department (Prevention) staff responsible for
Finance

Systems:
Naviline
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FDO77-Citation

Customer Inspection Management District Attorney
Start
Citation
Processing
v
Gather evidence-
pictures, witness
statements, etc.
Obtain DFM and No
Chief Approval to »- Approved?
issue a citation
Yes
If citation is issued and
violator refuses signature,
Metro Police Department . .
may be pulled into the Drive to Site <
process and process can
result in an arrest of
violator
Sign Issue Citation
q and get ID and
8? ;Z%gsgtggon ¢ signature from
py Customer
Return to Office
> to File
Paperwork
\4 Inspector may be
If applicable, required to go
Verify back out to the
witness site for further
statements & documentation
Witness List
complete
\ 4
Verify
Defendant Make _ Return to
Information documentation Inspector for
Worksheet is updates/ corrections/
! corrections updates
complete
No
A
Complete Turn in reports Deputy Fire Marshal
L'?(')Srogi ;\:ﬁ(t:?s » rgle;TAO% fr?::gg I)Of » reviews Citation documentation
Attorney Citation program documentation
Yes
Submit citation ¢
to Special Return
[')A;;Lgtymg?s?rtlsct < documentation
Attorney (Q to inspector
team)

Receive
citation and
process for

hearing

Dopument Attend cqurt Block out ime
hearing result day submitted hINGYiiReifer
and file in for hearing on heari
binder citation earing
4
End

Process Scenario :

Customer has not made reasonable progress toward code
compliance typically following the 2™ or 3" inspection and the
inspector needs to issue a citation .

System Constraints :
-Unable to scan sensitive data into File 360 and lock down based
on segregated duties .

Business Rules:

-Only two violations can be placed on the front side of the
citation. Additional violations can be placed on page 4 of the
citation.

-Citation shall only be used where a violation of a specific section
of the fire code or ordinance has occurred .

-A written notice shall be issued whenever a code violation is
encountered

-Citation documentation and /or evidence must be reviewed by
management

-An approval from the Deputy Fire Marshal and Chief is required
prior to issuing a citation.

-Court appearance dates shall be set to at least 4 weeks from
the date of issuance on the 2™ and 4" Wednesday at 10A.M in
the Justice Court Department 4 (subject to change)

-A citation is considered a misdemeanor

Triggers
-A citation has been issued to a customer

Goals/Issues:
-Citation submission to district attorney for a legal hearing .

Gaps:

1. No direct way to communicate citation to other agencies
through the system.

2. Signature from DFM or Chief is not required on paperwork

3. Citation books need to be kept current

4. Citations are not tracked in Naviline

5. Once the citation is submitted to the District Attorney’s office, it
is cumbersome tracking back to a case number from the District
Attorney and/or check the status

6. Guideline indicates a citation should be issued prior to a stop
work but that is typically not adhered to.

7. Citation documentation is not imaged /stored electronically due
to personal information in the documentation - ie SS#, driver lic #.
8. Documentation is not scanned and but is stored in a secured
cabinet onsite

Roles:

Inspection-Fire Department (Prevention) staff responsible for
inspections

Management -Fire Department (Prevention or Suppression )
supervisor staff responsible for approval of said processes ,
procedures or activities .

District Attorney-Clark County party responsible for processing
court violations

Systems:
N/A

If there are errors
or items missing
in the
documentation,
DA office liaison
may contact DFM
or inspector for
additional
information
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FDO78-Complaint

Start

Status

Check Status

End Check

Call Fire
Department for
Status

Lookup Data
in Code
Enforcement

Status

A

module in
Naviline

provided to
customer

Customer Scheduling Inspection Imaging
Submission can be done
Via Start
A) Email Rl
B) Mail Compl_amt
C) In-Person Creation
D) Fax-702-4557347
E) Phone-702-455-7316
F) Inner Office Mall v
G) Online-which sends .
email Proylde
— details to
Scheduling
(verbal or
- Yes No A 4 F35)
Ol-poeonggc;rr1 if Lookup in Er_1ter request
Enter request address not OpenDoor b with Dummy
APN and o . P Y match/ Mobile v APN and
’ address in g T No s onsistent tg No Qperation? € enter address
i APN and (secondary )
= Enter Naviline in Name Type
Complainant Application address to method) in Naviline
Start Submits : request
Complaint Complaint > ek
— Enforcement
Submission request and_/or B T Enter
— documentation e proble_m
Paper form may be cEE
submitted or just
supplemental Prioritize
documentation via FAX High, Med,
without form or just a L
phone call
Could be submitted via
Fire Department
employee, or someone Scan and attach
outside of Fire Department documentation
Chte(;:lz‘ls':;:taff Set schedule Go to Inspection-
available » and assignment Perform
in Naviline Inspection
Inspectors
Place paper Go to
documentation > Administrative -
in Imaging Bin Imaging process

Process Scenario :
Customer has complaint to submit to Fire Department

System Constraints :
-Unable to utilize assignment capabilities in BP module because
code enforcement is separate module .

Business Rules:

-DFM always has to review the complaint results and close out
request

-Fire protection companies are required to notify Fire Department
if a business has cancelled their service or a business has not
resolved an issue within 30 days from when a report was made .

Triggers

- Complaint request

- Faxed Supplemental documentation (Vendor maintenance
agreements, etc.)

Goals:
- Close out complaint and input F 35-Inspection Results
- Reschedule follow-up inspection

Gaps:

1. Scheduling in system does not incorporate complaints into
points/hours inspection allocation

2. Inspector can close request without DFM knowing about
complaint/DFM review

3. Electronic form submission available and emails to Scheduling
but Scheduler still has to manually enter

4. F35 form entry is manual

5. Inspector will usually schedule a follow -up; however, if this is
not done proactively , the complaint may not be addressed via the
individual .

6. Complaints are managed in a separate module

Roles:

Customer- Can be an internal (Clark County contractor or
employee) or external person (not employed via Clark County or
servicing Clark County)

Scheduling -Fire Department (Prevention) staff responsible for
scheduling inspections

Inspection-Fire Department (Prevention) staff responsible for
inspections

Imaging-Fire Department (Prevention) staff responsible for
scanning documentation and images as it relates to APN
Address, applications

Systems:
Naviline
Telestaff



“Next Day/Express Plan Review Application” -Plans Attached
“System or Other Fire Permit Application” -Plans Attached
“Business License Inspection Application” - No Plans
“Inspection Overtime/Same Day Request & Authorization” - No
Plans

“Permit Survey Form”- No Plans

“Renewable Permit Application” - Plans Attached if New or
Revision

“Search of Fire Prevention Bureau Records Application” -No Plans
“Temporary Permit Application” - Plans Attached

“Apparatus Standby Request/Authorization: - No Plans
“Complaint” form No Plans

“Courtesy Inspection Request” - No Plans

“FD Escrow Account Application” -No Plans

Apparatus Standby: $1200
Business License Inspection : $0
Complaint: $0

Courtesy Inspection: $0

FD Escrow Account: N/A
Inspection Overtime: $80/hr per FD
personnel, per permit

Next Day or Express Plan Review:
$160

Permit Survey Form: $0
Renewable Permit: $75 Reg, $160
Expedite

Search: $80

System or Other: $75 Reg, $150
Expedite

Temporary Permit$75

Fees are waived if Municipal
Need to draft up business rules for fee
calculation

Revision: December 19, 2012

FDO79-Create -Modify-Application -Request Process

Submit
payment

D) Update Naviline with paper plans \

location

E) Place documents in Plans cart
F) Receive plans in in Naviline . Indicate
plan location . Update status to “PR” -

Plans Review

Receive
copy of
Application

>

View/
Receipt from

Naviline

Naviline automatically
submits information
over to Construction

4 Services Info

application/Prod Dox/E-
Plans regarding plans
status

Fynmlnln'
-What kind of form ) )
Customer -Appropriate Intake Finance Scheduling Plans Check
Signatures
=Fitte Block onmrequest
. matches Plans ——— )
Subm|§5|on can be -Docs are rarely Le\{el of documentation
Start done V|a_1| rejected but may be if | varies based on
A) Emgl insufficient guidelines
B) Mail —— —
C) In-Person .
D) Fax Apparatus Evaluate Go X) FD Permit-
_— b -
v Standby "| Documentation pparatus
Request Standby process
Customer submits - X
one of several paper »
form requests
Complaint Go to FD-
— Request > D OEJV;I;Jr?tt:ti = > Complaint
- process
[Usually requested for Courtesy Go to FD-
insurance purposes Inspection ,| Evaluate > Inspection-
and not usually tied to Request Documentation Courtesy process
permit or construction - X
[Typically submitted via Permit Py
other departments- Survey Form Evaluate Permit Survey
precursor to permits. Request "| Documentation process
90% of requests come __ X
through FAX
10% in person/Intake
o Inspection T
|| So;f]gmsg/ Evaluate Document App # | Administrative -
Reaue sty "| Documentation on request v Overtime
\_q/\ process
Rarely submitted to Business
Intake. Inspections are License Goto
sl eguestedia || secton o Emwae | o | e
CLIPS Request Documentation selected ? BT -
) rocess
(Operational) b
\/\ Yes
Next Day A Lookup in Yes 4
Express Plan Evaluate - . - Enter request
—  Review [~ | Documentation d Ent t Qi Lookup in i .
> nter reques! ST OpenDoor b with Dummy
Request » APN and . pentoor by APN and
¢ — . » found-- Verify No»| address an
\_/—\ addre;g in APN and (secondary enter address
Verify in Liauiie address to method) in Name Type
d Naviline if request in Naviline
— existing —
System/Other > Reque§t/
Construction Application
| RZZT;I; B Contracti Referred to Admi(r?i%ttr%tive-
__| Enter Company/ Company isn't in also as v - Create//Modify
- Y Contractor data 7\_drop-down in Common = > e —
Naviline ? Names
Process
A) Plans for New
Renewable Permit Renewable
B) Plans Revisionfor [ |  Permit | | Enter remaining Enter
Renewal Notice Request request Application
C) Renewal Notice & information, ie Data in
Payment Y structure data, Naviline
name types,
escrow #, code
Search Eire enforcement #,
Prevention application
e status, etc.
| Records
Request
Yes
Assess base Print Cancel
Fees Communicate Accept Application Paymen request in
Temporary Fees due to »| Payment in »  View/ Received No ¥» Naviline or
[ | Permit Customer Naviline Receipt from n Full?, null fields for
Request h Naviline later use
_ Assess Past
Due fees
v
Process Plans 4k dh dh > <t t_o AR
Review process
FD Escrow A) Review request for address match Go to ED
Acct - Evaluate B) Attach request/application view ) 1 F(i)nt':nce -
Request "| Documentation receipt Escrow
C) Write Date request received and
application # (Naviline #) Accounts

System Constraints :

-Size of print on receipts is too small and not adjustable
-Escrow account information can only provide a print screen of
detail

-Current kiosk processing is slow

-Have to manually enter timestamp in some areas of the
application

-Unable to identify if customer has been invoiced -no fee lines for
tracking

-Unable to lookup last request modified or submitted easily
-There isnt’ an easy way to cancel out a request

Gaps/lIssues:

1. Emails are processed via Intake and response is required
within 48-72 hours . Should this be incorporated into the future
system process-entered in as a request automatically ?

2. Tracking of telephone requests -maintained in a call log today
3. Guidelines are not housed in current system and are not up -
to-date. Incorporate into future system lookup code automatically
(ICC/FC).

4. Fire department information is not printed on the receipts

5. Can have multiple addresses to one Assessor Parcel Number
6. Status of plans review is not kept up-to-date

7. Customer usually does not know what permits are needed .

8. There isn’'t a permit calculator available to provide an estimate
on costs

9. Customer has to submit the same information multiple times to
request several permits

10. There isn’'t a way to reopen a cancelled application via
Intake. Future system allow reopen of cancelled request .

11. Need a standard place to input the date of an event or project
12. Plan review process requires better communication to close
gap between customer expectation and actual completion times
13. Unable to take credit card as payment

14. Intake is not always verifying if request is already open

Roles:

Customer- Can be an internal (Clark County contractor or
employee) or external person (not employed via Clark County or
servicing Clark County)

Intake- Fire Department intake staff

Finance- Fire Department Finance staff

Plans Check-Fire Department staff responsible for reviewing
plans submitted for construction or operational permits

Systems:
Naviline
OpenDoor



Revision: December 14, 2012

FD080— Finance-Cash Balancing Daily Deposit

Submit Daily
Cashier package
to Finance

~ash Deposit package indudes:
>ash Journal

Jeposit ticket

Deposit ticket detail

Jaily Cash Receipts Report

Any adjustment paperwork

Y

Print Cash

Balancing
documents

Receive Daily
Balance packages
from Intake

cashier)

Finance Backoffice - Lead

amount, validate
checks (date, amt,
signature) and

Create Balancing

Pkg (Cash and Create Deposit

Ticket Detail (2
copies, Excel )

Create Loomis
package ( 1 copy
deposit report,
deposit ticket ,

-BP400-Daily Cash Receipts Report (all transactions, by

SAP Cash Journal

-BP480-Daily Application Adjustments, Non-Escrow
-BP482-Daily Application Adjustments, Escrow
-BP484-Daily Escrow Account Adjustments

If there is activity shown on BP 485, this is also utilized .

Loomis bag/hook)

File Deposit
paperwork

Process Scenario:
Daily activity of balancing cash receipts and creating the deposit
for previous days funds

System Constraints :

-If *Print/Create cash receipt” is not checked in Naviline,
transaction does not show up on daily cash receipts

-If any adjustments are made in Naviline, the date of the actual
adjustment- on the escrow activity report-goes back to the date
of the original transaction instead of the date the adjustment was
made on.

-Cannot perform a print escrow account information function in
Naviline-instead the print out goes to the building department

Business Rules:

-All adjustments must be approved by management

-Daily Cash receipts report includes all escrow accounts and all
payment and adjustment transactions for the day

Gaps/issues:
1. Need in the system a daily breakdown of funds paid to Escrow
versus, Overtime, versus payments for Permits

Roles:
Intake- Fire Department intake staff
Finance- Fire Department Finance staff

Systems:
Naviline
Crystal Reports



ie. Check #match, date,
amount, signatures on

Revision: December 07, 2012 W epbsiotielig
requestapplication Issue may be one of
below but not limited to .
. . . - ; ; Process Scenario :
_ _ BP401E-Daily Cash : A) Transaction doesn't . .
FD081-Finance-Daily Cashier Balance / Receipts by Cachior / 90% of the corrections m)atch actual End of day Intake staff needs to balance funds taken into Fire
/ / typically go to Finance B) Check nat siqgned-may Department
/ / / need to void transaction
/ / \
l/ System Constraints :
-Intake can only adjust if the check # on the transaction was
Print Cash Receipts | _ _ wrong
; - Report for the day (b Verify fransactions . Check # u
Start Daily Cashier P cashier) it on report match bl —Yes recorded N Underpayment N Overpayment? No-p{ Submit to Finance : ;
Process ) : what was taken in . Needed? . incorrectly? Business Rules:
oz ' -Transactions processed must balance to funds taken in
Triggers:
-End of day procedure for Clark County Intake
Yes
o bl Yes == Goals:
ﬁ -Balance transactions for the day
E v -Submit copy of Daily Cashier Balance report and funds to
h 4 Print financial h 4 Finance
h 4 summary view / Enter information |
S e _ Corra_ect _ receipt, note _in Overpayment Gaps/Issues:
funds to Finance Infoyngﬁitg in iﬂ?griqzﬁmfé‘; "”Zﬁg;h%”;ﬁ?c')on 1.Intake does not currently have the ability to adjust escrow
hand), and submit Fingnce unless it's a deposit
to Finance
Roles:
Intake- Fire Department i {Prevention) staff responsible for
assisting customers as it relates to Prevention
Finance- Fire Department {Prevention) staff responsible for
Finance
Systems:
AL Naviline
File 360
8
c
e Go to FD- f
i : Correction Go to Inform Intake of
F|ga|noe-_Cash received from CCt;tntact Finance-Fee Correction
Daﬁyagggg;it Intake s Adjustments completion




Revision: December 19, 2012

FDO082-Finance -Escrow Accounts

Customer

Intake

Finance

Start
Submit Escrow

Account form or
letter

Customer
usually mails
in or brings
In-Person

Receive Escrow
Account request

Send paperwork
to Finance

Create or

Receive Print
View/Receipt

> Modify?

Modify

Create

Contractor
already exists?

Yes
v

Authorized
User Update?

Create Account

No—|

Go to
Administrative -
Contractor Data

Create//Modify
Process

using main <

contractor screen

Update
information using
main contractor

screen

Accept Payment
& Apply Funds to

Escrow

Print View/
Receipt

Receive Escrow
Account activity
statement

Refund &
Account
Closure?

No
A 4

Make any
additional
updates to
account using
main contractor
screen

Run monthly
report-Escrow
Account Balance
by Contractor
(BP422)

FAX/Email/Mail

Escrow account
activity

Update
information using
main contractor

screen-
Deactivate
account

Go to Finance-
Refund Process

Process Scenario :
1) Escrow account is needed or needs to be maintained

System Constraints :
-Unable to easily perform a refund of an escrow account

Business Rules:
-Any escrow activity requires submission/request in writing .

Triggers:
-Customer submits escrow account form or letter

Goals:

-Create new escrow account
-Maintain funds in escrow account
-Maintain list of authorized users
-Deactivate escrow account

Gaps/Issues:

1. Not all escrow accounts have a list of authorized users

2. Upon opening there is not a requirement to deposit funds in

the account

3. Escrow accounts that have a zero balance for an extended
period of time are not closed . Future-automatically close account
if no funds after 6 months from opening

4. Escrow applications are not scanned in /electronically stored
and instead are stored in a binder

Roles:

Customer- Can be an internal (Clark County contractor or
employee) or external person (not employed via Clark County or
servicing Clark County)

Intake- Fire Department i (Prevention) staff responsible for
assisting customers as it relates to Prevention

Finance - Fire Department (Prevention) staff responsible for
Finance

Systems:
Naviline
Crystal reports



Revision: December 26, 2012
FDO083- Finance-Fee Adjustments

Start

Turn in Record

and Mail/Fax

No ‘
t Send document
i over to
Close out request in R M .
Navline > Admlnlst_ratlve-
Imaging
Process

Task to Customer

In Naviline update

Action Log, Reject

In ProjectDox, mark

Fee Verification Task

i Write additional fees Attach receipt to Lo
.~ Time to complete "\, Y€s - on receipt/print view Cgstom;er Yes®|  documents for > PETEE el
Search Request request > 1 hour? and/or application PR pickup [eicpic LR
No Generate
N Outstanding Fee
report by Customer
Paper y [ | Add or'1: additional and MailFax
Copies? es— S
($1/page) ‘
No Send document
Close out request in over to
> Naviine » Admlnlstratlve-
Imaging
Process
Start
Turn in Next Day
Express Plan Place all copies of
Review Request plans, and receipt in
Plans bin for Intake to give
to customer
> Perf(ghmeg(uahty Rejected? Yes >
Place 1 copy of
rejection notice in
scheduling basket
Start Exception here is Hydrant
Turn in System/ Bond Release, Hydrant
Other Construction Install, Mylar and Final Map
Permit Request Place remaining plan | plan types. All sets, with
No - . - . 2 lication f d ianed
Plans Additional Add on additional copies, application, app |9at|on orm and unsigne
Hours Yes—» Fees »< Approved? Yes——{ and unsigned permit permit, go to Intake for
required? in bin for Intake to | customer pickup
give customer
No -Device Counts i
-Hazmat Volumes Place all copies of
-Square Footage No .| plans, and receipt in
"| bin for Intake to give
Escalating to customer
Fees?
No
Place all copies of
plans, and receipt in
bin for Intake to give
Start to customer
Turn in Renewable Perform Quality - % - .
Permit Request g Check Rejected ves -
Plans
Place 1 copy of
rejection notice in
No scheduling basket
Place 1 copy of
application, permit,
Additional Add on additional and plans in bin for
Hours Yes—p| Fees Approved? Intake to give to
required? d Yes Scheduling after
customer payment
| and pickup
No Yes
Place 1 copy of
plans and receipt in
. bin for Intake to give
Escalating to customer
Fees?
No Place 1 copy of
application, permit,
plans in Scheduling
basket
Approved? >Yes >
Place 1 copy of
No plans and receipt in
bin for Intake to give
to customer
Go to
. S N Administrative
Turn in O.T/Same > :
Overtime
Day Request Process
Place all copies of
- plans, and receipt in
> bin for Intake to give
R to customer
Place 1 copy of
correction letter in
Scheduling basket to
give to Inspector
Place all copies of
plans, and receipt in
bin for Intake to give
Start to customer
Turn in Temporar | Perform Quality . B - -
Permit Request " Check REFEERE Yes o
Plans
Place 1 copy of
No rejection notice in
scheduling basket
Additional Add on additional
Hours Yes___ | Fees »< Approved?
required?
Yes Place 1 copy of
application, permit,
No No plans in Scheduling
basket
Escalating
Fees? ves Place 's.ticky on with
additional fees.
Place 1 copy of
plans and permit in
No bin for Intake to give
to customer.
Place all copies of
plans, and receipt in
bin for Intake to give
to customer
Place 1 copy of
correction letter in
Scheduling basket to
Receive give to Inspector
notification email
from ProjectDox
and comments
are open for
review
In ProjectDox, mark . .
Correcton !
> Needed? Yesp|Fee Verification Task il liCelicctions
' complete
No
In ProjectDox mark
; Fee Verification Task
‘7 .
R Yeshy complete and Close i Application
Application pp
Start . -
- . Additional - 5 In Naviline
Assign Task from .| Perform Quality Add on additional over fees witP
ProjectDox v Check Ho.ursd’) Yesy Fees escrow? Yesy -,;A(f:ceptVSaEyment [ No
ElectronicPlans required? of fees wWEscrow *
\ Status st o | I ProfeciDox >
0 No i >
¢ Approved upload permit complete
; Assign Awaiting
Es;::aa;ng Fees Due Task to
_ ; Customer Permit Report
Receive fee T needs to run and
notlflcatlo_n email |« then the file saved
from ProjectDox N|O and uploaded
y In Naviline
accept payment
Go to station 18 . and place
to pay for fees " electronic receipt
in Electronic
Receipt basket
\ 4
Print Receipt and
turn into Finance
Receive
notification email
from ProjectDox |«
for Approved
Documents
\ 4
Open Approved .
Drawings Folder Fees on Apply to outgtandmg
and Assign Task E other_ transaction
to Records RQsacy
St_art Notify -Review transaction ._.-° Vit s i
Finance of -Contact Customer |*
» s »  system & Enter
Overpayment or -Make decisionon [ eI
Overcharge option Y
Escrow Apply to Escrow
Account? e Account
No \ 4
v Print BP422 (Escrow
Activity by
_GotoFD- Contractor) Report
Finance-Escrow & Write Notes
Accounts ||
Process
(Create Escrow v
Account)
Receive Escrow | Fax Escrow Activity
Activity Report by Contractor
Start Notify -Review transaction Void transaction in
Finance of -Contact Customer M e @ Enen
Underpayment or -Make decisionon .~ C):Jrrect Amount
Undercharge option
Escrow Apply to outstanding
3 Account? e transaction
No
'= Send out invoice
L / Keep as | during Month End Yes
underpayment | BP435-Outstanding
Fees
Adjust fees in
Naviline
No

Start
Fees Waived

Obtain approval from
Chief

End
Fees Waived

[

»

Yes

Approved?

No

Customer Intake Plans Check Inspection Suppression Finance Management
Assessed by
Chandra Adair
Start - —
Turn in final . . Add on additional PO ET RIS Generate
Permit-Apparatus > Perf(g}r? Qkuallty Time t:):gmhplete’) Yesp e »| on De_'partment > Outstanding Fee
Standby ec reques ours? ($300/hr per unit) Vern‘lcatflg:l mStandby report by Customer
Paperwork

Process Scenario :

1) Plans received for new or existing request /application and

additional fees may need to be assessed for plans review or
inspection.

2) There may have been incorrect funds applied - overpayment or
underpayment .

3) Waiver of fees

System Constraints :
-Unable to easily waive fees and/or adjust fees
-System calculations are currently not setup to provide

calculations needed so excel spreadsheet is used to calculate
and input appropriate amounts .

Business Rules:

- Municipal properties fees are waived except for overtime fees .
- Escalating fees are based on permit type

- If fees need to be waived during the fee adjustment process ,
Management approval is required .

Triggers:

- Plans and/or application is submitted to Finance for fee
assessments or adjustments

Goals:

- Verify all appropriate fees were assessed and adjusted as
needed

- Plans are ready for customer pickup

Gaps/lIssues:

1. Missing a definitive way to tell in the system if inspection time
was paid for out of Fire Department budget versus contractor
2. On the escrow activity report, it does not reflect the date an

actual adjustment is/was made and instead reflects the date of
the initial transaction

3. Receipts printed out is an actual report versus a true receipt

Roles:

Customer- Can be an internal (Clark County department/agency

employee) or external person (not employed via Clark County or
servicing Clark County)

Intake- Fire Department i (Prevention) staff responsible for
assisting customers as it relates to Prevention

Plans Check-Fire Department (Prevention)staff responsible for
reviewing plans submitted for construction or operational permits

Inspection-Fire Department (Prevention) staff responsible for
inspections

Suppression-Fire Department staff responsible for fire
suppression

Systems:
Naviline

Fcellity Check Steps
1. Check if Revision

2. Validate Application
number is correct on form
versus Naviline

3. Validate application #
matches receipt

4. Check application status is
set correctly- “PC” or “AP”
5. Verify information was
entered in by Plans Check
6. Update subproject field
info

7. Verify Contractor

8. Update permit expiration if
required

9. Review what Intake
assessed

10. Change Plan location on
structure screen and validate
information was entered
correctly

11. Verify Title Block -
Address, Project Name
match permit

12. Create and Print permit
13. Print correction letter if
needed and insert into plans
14. Update Application
tracking log

15. Update Application
status

16. Update plan location

Crystal Reports
1. BP437-Generate
Outstanding Fee report by
Customer




Revision : December 26, 2012

FD084—Finance-Month End Process

. Enter monthly Submit Monthly
e S Fovard Esron | [ todsmio Py} f - Comple Doy
Contractor) ReporisiciiiEsy Year End Numbers Log Supervisor and
Spreadsheet
k 4

8 Run Outstanding Run Overtime

% Fees Report Inspection Report Compile Daily

= Cash Receiptsinto

L Excel

) Update Month End Attach supporting File hard copies in
Review RERERS Journal Entries documentation box
7 o

- - [

L
i Fax Escrow

o) o Fax .

Reports to P No—g Mail to Contractor

B Contractors ezl

(0}

©

E Yes

Management

Approve Month

End Journal
Entries

Review Reports

Business Rule:
- Reports are run on the first
day of the following month

Reports :

- Month-End Adjustments

- Accounts Receivable Analysis for
Fiscal Year

- PermitPlan Submittals & Revenue
Analysis for Fiscal Year

- Customer Numbers for Fiscal Year
- Daily Customer Numbers Log —
Monthly and Year End Totals

- Receipts for Fiscal Year

- Daily Receipts Log — Monthly and
Year End Totals



Revision: March 26, 2013

FDO085-Finance -Refund

Clark County

Refund Check

Vendor Payment
request copy

Customer Finance Management Comptroller o Treasurer
Commissioners
Start
Request Refund
of Escrow
Generate Reports VerTy o exsing Write Contractor Write Verification Create Non-PO _ _ Review & Sign
Submit Refund Receive request BP510 outstanding ID# on Escrow No_tgs on Escrow Adjust out in .| Item/Vendor Subm!t to Chief Non-PO Item/
] e > BP450 > Activity Report by Activity Report by i ——P | Payment Request for signature "| Vendor Payment
request in writing for Refund balance on Naviline
BP450a accounts Contractor Contractor (Excel) Request
BP422 (BP422) (BP422)
Go to Finance-
Escrow Accounts
» Process
(Deactivate
Contractor)
Copy Signed
Non-PO Item/
Vendor Payment —
Request Finance may
request the
¢ check be
sent to the
Fire
Department,
¢ ‘ ¢ however, it is
File Copy in Send Original viz_a\ Receive Non-PO usu_ally
Enter item in SAP Finance Inner Office mail Item/Vendor mailed to the
and get the SAP to Comptroller Payment Request customer
document # EEI
Check A l
should be Check SAP for
received in check # issued Schedule as
45 days but and date check Send copies to Procoss Ag?”ia Item for Review and aflrdo'c;issérreef?nndd
could take cashed & write on|—»  Imaging for Clark County approve at BCC q issue refu
longer Non-PO Item Archive nas COT;‘:/';S\;'J’”EF check

Received

Process Scenario :

Refund is required as a result of

A) Fees waived-example expedite fees
B) Escrow Refund request

C) Wrong fees taken for application

System Constraints :
-Overpayment, Overcharge or extra funds have to be applied to
an Escrow Account in order to keep track of the additional funds .

Business Rules:

-Extra funds are always moved to an Escrow Account as part of
the Fee Adjustments process. If a refund is required, it is initiated
from the customer.

-Non-PO Item/Vendor Payment Request is a required form from
the Comptrollers office

Triggers:
-Customer requests a refund

Goals:

-Escrow account is balanced to zero

-Refund submission in SAP

-Non-PO Item/Vendor Payment Request submitted to
Comptroller

-Refund check issued to customer

Gaps/Issues:

1. BCC meetings are only twice a month. If refund request does
not get submitted 10 days prior to BCC, issue of refund could be
delayed.

Roles:

Customer- Can be an internal (Clark County contractor or
employee) or external person (not employed via Clark County or
servicing Clark County)

Finance - Fire Department (Prevention) staff responsible for
Finance

Systems:
Excel
Naviline
SAP



Revision: December 19, 2012

Report’'Web query
http//ccfdappsOim

FDO086-Inspection -Business License

hnrggnrfc/
reports.aspx?reportfil
e=BP010_BL_X_Ref
is utilized to lookup

Utilized for area to
address matchup

Inspection

Customer

Submit to IT for

correction

Notified of date/ [«
time

h 4

Go to System-
User Support
process

by request #
(application #). Then 9 g :
Customer Clark County Agency R Scheduling IT Finance Inspection
in Naviline
Yes -
Lookup in ; Enter request
i i Enter Enter request OpenDoor if Lookup in !
Business License - q with Dumm
Start ubmits Fire Check CLIPS- Existing Application APN and o address not OpenDoor by Mobile APN and Y
Submit application to > Department unassigned »< Requestin >No{ Datain e » found-- Verify | Nop address Operation2”~Ye® anter address
Business License Inspection in CLIPS work queue Naviline ? Naviline Naviline APN and (secondary in Name Tvoe
IS pEmrol (i el address to method) : - 1yp
request in Naviline
10day turnaround Go to
expected for . Referred to Administrative-
Start Business License | | Enter Company/ Company in also as N - Create-Modi
Call for Business inspections Contractor data drop-down in Common i > é%it; ct(c))rgy
License Inspection Naviline? Names
Process
Yes
v
Yes Enter remaining
request
information, ie
structure data,
—— hame types,
escrow #, code
enforcement #,
application
status, etc.
Y
hange I
Business
compared to N compared to No
CLIPS? CLIPS?
Yes—— Yes Yes Y
Assess
available ErS ey calleq to Place inspection Go to Inspection-
Update General Inspectors Set schedule Update schedule Inspection, package in Perform
Information in ; ' P»| and assignment assignment in Notify customer of > ;
Call i meschaclie RS S in Naviline CLIPS dateftime of s rocess.
Business License > Naviline inspection, else skip
A

Process Scenario :
Request to have a business license inspection scheduled or
rescheduled

System Constraints :

-Naviline uses a point system instead of basing availability off of
business schedule

-Naviline- cannot block out time for vacation, meetings, training,
etc- items not included /considered inspection

-In Naviline, even though plans may not be attached /needed for
a request, user has to approve plans within the system

-Once assignment is made in CLIPS cannot reassign

-Unable to effectively relate a business license request #to a
Fire Department request #

-Business License inspections require a business license
number

Business Rules:

- A request (application) has to be entered in Naviline for all
inspections

-More than one inspector can be assigned to a property

-An inspector may be given a specialty assignment, with a
backup inspector, for a particular property or major property /
address .

-On Business License inspections, a no charge permit is created
-Every attempt is made to schedule for the customer’s requested
date. Time is not guaranteed

-Inspector is required to contact customer to identify time
-Business License Inspections are a lower priority

Triggers:
-Business License inspection in CLIPS
-Communication from customer

Goals:
-Application/Request and Inspection is created in Naviline
-Inspection Assignment in CLIPS

Gaps:

1. Inspection request should be triggered in one system versus
two where duplicate data has to be entered .

2. Customer is not communicated inspection date until inspector
contacts customer

3. Some prequalification steps such as building final may not be
completed, although it should be completed prior to FD
inspection.

4. Unable to effectively relate in system, the business license #
to fire department inspection

Roles:

Customer- Can be an internal (Clark County department/agency
employee) or external person (not employed via Clark County or
servicing Clark County)

Clark County Agency- Another Clark County department outside
of Fire Department . May include Air Quality Management ,
Business

Scheduling -Fire Department (Prevention) staff responsible for
scheduling inspections

IT- Clark County Information Technology staff (Tier III)
responsible for supporting software and /or hardware .

Finance - Fire Department (Prevention) staff responsible for
Finance

Inspection-Fire Department (Prevention) staff responsible for
inspections

Systems:
Naviline
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FDO087-Inspection -Courtesy

Customer
Notified of date/ [«

inspection, else skip

time

Customer Scheduling Management Inspection
Request can be done via
Email, Mail, In-Person,
Online Form or Fax-702-455- Yes ¢
7347; however, it is usually Lookup in
called n to 702-455-7316 OpenDoor if Lookup in Er.]ter request
Form is available but Enter request with Dummy
customer usually calls APN and aoiess o GpenRanry APN and
. » found-- Verify No» address
Contact Fire Enter addrgs_s in APN and (secondary enter address
Department for Application Naviline address to method) I e e
Courtesy ™ Datain request in Naviline
Inspection Naviline
Customer may occasionally
contact inspector directly . In Enter Company/
some cases, request is not Contractor/ data in
logged/tracked in Naviline names field
and only tracked for time in
daily activity spreadsheet
Enter remaining
request
information
ASSESS
available Obtain verbal DFM Assess
Inspectors, | Approval from request &
assignment and = DFM for Approve
schedule in Assignment Request
Naviline
If customer called to ;
Set schedule schedule Inspection , In;g(rafgt:x—
and assignment Notify customer of Inspection
in Naviline date/time of process

Process Scenario:

Customer would like to have evaluated if new construction or
installation will require Fire Department permits . A courtesy
inspection needs to be scheduled.

System Constraints :

-Naviline uses a point system instead of basing availability off of
business schedule

-Naviline- cannot block out time for vacation, meetings, training,
etc- items not included/considered inspection . Have to enter an
inspection to block out time.

-In Naviline, even though plans may not be attached /needed for
a request, user has to approve plans within the system prior to
scheduling an inspection

Business Rules:

- A request (application) has to be entered in Naviline for all
inspections

-More than one inspector can be assigned to a property

-An inspector may be given a specialty assignment, with a
backup inspector, for a particular property or major property /
address.

-On Courtesy inspections, a no charge permit is created
-Every attempt is made to schedule for the customer’s requested
date. Time is not guaranteed

-Inspector is required to contact customer to identify time
-Deputy Fire Marshal has to approve the assignment of a
courtesy inspection

-Courtesy Inspections are a lower priority

-Courtesy Inspections need to be reviewed via Scheduling prior
to scheduling inspector

Inputs:
- Customer Communication
- Courtesy Inspection Request

Goals:
-Application/Request is created in Naviline
-Courtesy inspection is scheduled

Gaps:

1. Courtesy inspections may not always be tracked effectively.
Time allocation may only be recorded in daily spreadsheet and
results may not get recorded and instead are verbal .

2. Detail provided upfront is sometimes insufficient.

3. Definition and formal procedure on Courtesy Inspections
4.Missing visibility into licenses or permitting required via other
agencies

Roles:

Customer- Can be an internal (Clark County contractor or
employee) or external person (not employed via Clark County or
servicing Clark County)

Scheduling-Fire Department (Prevention) staff responsible for
scheduling inspections

Management -Fire Department (Prevention or Suppression )
supervisor staff responsible for approval of said processes ,
procedures or activities.

Finance- Fire Department (Prevention) staff responsible for
Finance

Inspection-Fire Department (Prevention) staff responsible for
inspections

Systems:
Naviline
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FDO088-Inspection -Occupancy

No

No

‘Yes

No

‘Yes

Naviline for
inspection

‘ scheduling
Yes——— -

Assess
availability

v

Contact
Customer and
coordinate
inspection

Inspection Scheduling Customer
Start
Annual _ Yes v
Occupancy Logeio i : Enter request
S Enter request Sg)derr;Dogrof Onglléuopolrnb with Dummy
APN and » found Sf/ . Nop P dad Y match/ APN and
Enter address in - ou:P':l- ar? (;|fy © (s?a COL%ZSW onsistent tg enter address
— Application AL address to method) I RIS Ui
Review list of ”  Datain request in Naviline
properties Naviline
managed via
inspector Enter Company/
Contractor/ data in
names field
Contact
Childcare Yeor SchgrdeL;Iltr;)g o | ] Enter remaining
ility ?
IR application in . reques_t
Naviline information
3
Assign to
Yes Inspector_ and
Inspector checks communicate
Outlook for Request Number
No meetings and

Customer works
with inspector to

set time and
availability

v

Set schedule
and assignment
in Naviline

\ 4
Schedule upon

another .

available

Go to Inspection-
Perform
Inspection
process

opportunity

Greater time delay compared
to above criteria

Process Scenario :
Inspection is required of an entire property along with it's sub -
properties .

System Constraints :

-Naviline does not have any current alert or automated
scheduling. Therefore , inspections have to be done proactively
via the inspector

-Naviline may not contain all the addresses

-Have to create an application in Naviline in order to schedule an
inspection

-Naviline cannot display global view of major parent property and
sub-property

Business Rules:
-Regulation requires that childcare , group care and hospitals be
inspected annually

Inputs:
-New application for occupancy inspection

Goals:
-Occupancy Inspection application created
-Inspection scheduled

Gaps/lIssues:

1. Standard operating procedure not currently in place . Therefore
there isn’t a trigger to perform the task on a regular basis .

2. There are more properties than there are available inspectors
to manage annuals .

3. Child parcels/businesses have to be looked up in CLIPS
separately. No integration to business licensing .

4. Older properties on Eastside may take longer to inspect
because of structure and /or codes may not have been in place in
the past.

5. Not all properties can be reviewed annually with current
staffing. Need a cycle for lower priority to be 2-3 year cycle.

Roles:

Customer- Can be an internal (Clark County contractor or
employee) or external person (not employed via Clark County or
servicing Clark County)

Scheduling-Fire Department (Prevention) staff responsible for
scheduling inspections

Inspection-Fire Department (Prevention) staff responsible for
inspections

Systems:
Naviline
Outlook
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FDO089-Inspection -Perform Inspection

Customer Inspection Management Imaging Finance Scheduling
After initial
scheduling, | Obtain DFM verbal
customer usually > Start approval
> "\ Process R — P
contacts Inspector; k Utilized for
however, scheduling tracking time/
Scenarios vary- may be contacted points ?O  all
Customer may need as well for : . Yes Call Suppression
to resolve issues reschedule. Refer to w Dispatch eve Approved?
specified on F35 Administrative -
where inspector Scheduling Decisi
may come back out v Decision trge o
for follow-up indicates Fire No—
inspection or Start Update Review a1 B EET Code enforcement guideline can Inspector may submit a
il : Complaint or go directly to a
{gschedule because Reschedule > Contact N = Naviline for Typically only done be found at p g g y
ime/date is not Inspediion Inspector Naviline inspection on New Systen/ hitp/Aanan clarkcountyny gov/ more severe Lode _
feasible P assignments Construction Depts/fireffire_prevention/ Enforcement step depending
permits Documents/ on the _sev_erlty.
Review decision 111%20stop%20work¥t200order.p A pre-citation letter may be
tree/guideline df issued prior to a Citation
A stop work order and citation
\ 4 yY can be issued a the same time.
Pickup or /Print Yes Y VvV VY )
Documents 1)Complaint
ie 2)Notice of Violation
A) Report of If Hazmat on ) : 3)Citation
: Call customers . . Code F35 or Basic Determine Code . A)Cease & Desist/Stop Work .
Assignments —» for inspection » Drive to Site > hedom » Rl Compliance Yes Inspection Record Now{ Enforcement Level ML oy Ye ) i »| OPtain DFM verbal
B) Plans fime Inspection materials match Issue? sufficient? red Violation? approval
C) Inspection plans ' ‘ INSGJHIRS
Checklist/
Forms No
D) Permit '10
Ye
Receive If permit applicable, No Y
permit(s) | sign permit T ,
Complete Notes Yes Issue Stop Work Obtain DFM and e
Inspection Checkiist, Order es > Chief verbal »<_ Approved?
P Inspection Forms-ie approval
If inspection is from a F35, Fire Hydrant
complaint. Customer is Final. Eire Watch
different here from " ete | dk S
complainant. There may
or may not be someone l Complete Code
e}vallatlglge for signature at Sian Obtain signature Enforcement
time of inspection Documlgntation < from customer on |« M documentation [«
In some cases id ¢ DTS el VE/’\éﬁ(VOSrEIOeF: Inspector may do research, take
if additional Provide copy o ) photos and collect witness
permits are Documentation statements if needed
required, the y
i ill )
g]r%:/?daeotrh\gl | Provide copy of
application Documentation
forms
Receive copy of
Documentation
(Checklist, F35, |«
NOV, Stop Work v
Order) Provide guidelines
(when applicable ie
Fire Watch)
Receive
guidelines [~
POST INSPECTION STEPS Pass -Status =Accepted
Did NOT Pass -Status = it
Follow-up wirequired Permits Ve Insplggtri]on . 1 dc?gj“:w;ittgrtgsn
E Foll Noti . -
(. Create Follow-up Notice aue S rtssci
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i es
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Yes > Naviline & Daily IPSPIGf(litIOT Sit
inal flag to
\ 4 Log spreadsheet 9 Make DFM Places Go to
. System corrections No—»{ documentation Administrative
Wait for re- : Work on Pass Ye R ;
: Imaging Bin Imaging process
inspection N C";‘ :::#i(t:gon resolving issues Inspection? —»  Set to “AP” 1 ong gnap
Result
v o i
L Inspection in
Yes Move onto next Naviline X
Within 15-30 Go to inspection or ] Set to Place
days one of FD- complete p| Drive backto > “AE® Apnroved v documentation DFM Reviews
following Administrative inspections for G2 with Exception Ll A | in DFM bin for T g " DTETEITT
should occur: Scheduling the day “CA” Cancelled Schedule for ] review for errors
1) Compliance process If Business No——» .o »  Follow-up »{ File Paperwork
wi/ License - Inspection (Re-
i . Disapproved . .
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2) Partial v Result Approved If O.T, submit Goto
compliance w/ Go to Inspection in If this was an | paperwork to M » | Administrative
date for total FD-Create/ Adition CLIPS inspection done as Finance Overtime
compliance Modify » es Permits aresult of a Documents may include one
et Request equired? complaint, results of several forms:
3) Satisfactory Application will be updated in Examples: ot
roposal for rocess ; i
propo: p If HazMat the code F35 p| [f Complaint PN » | Complaint
compliance w/ SERUTRET: T enforcement module -NOV Required rocess
date set > 4 ———— versus the BP -Stop Wo_rk P
spreadsheet module -CheckList
-Fire Hydrant Final N
-Fire Watch If Citation | | Go to Citation
: Required 1 process
If FireWatch,
_p email all or area
suppression
NOV and Stop Work Orders are not
called out separately as documentation
gets processed with F35/Inspection
paperwork
Citation has processing steps outside of

F35/Inspection reporting.

Process Scenario :
Inspector performs inspection

System Constraints :

-Naviline uses a point system instead of basing availability off of
business schedule

-Naviline and CLIPS do not talk to each other

-Naviline- cannot block out time for vacation , meetings, training,
etc- items not included/considered inspection . Have to block out
using administration time .

-Naviline online customer version not intuitive enough for
customer

Business Rules:

-The customer must provide a signature on the inspection
-Resulting in Naviline should get submitted with the same
information on the F 35.

-The final flag shall be set when finalizing an inspection

-After 15-30 days if a violation is not corrected , 2" notice of
violation is issued for 10-15 days

-After 10-15 days notify DFM to either issue 3" notice for 7 days
or issue citation.

-There must be a violation of the Clark County Fire Code of IFC
code to issue a citation .

Triggers:

- Inspection is scheduled based on several kinds of requests
1) Complaints

2) Courtesy inspection request

3) Business License inspection request

4) Permit request a ) System/Construction b) Temporary c)
Renewable

5) Occupancy Inspection

Goals:
- Inspection completed and resulted in Naviline and /or CLIPS
- Daily detail recorded in Daily activity log excel spreadsheet

Gaps/lIssues:

1.Inspector may not receive the plans in a timely manner

2. If Inspector transfers to new area , previous area work may not
get transferred over to another inspector

3. Inspection report may not get scanned in on a timely manner
4. Inspector has to be proactive on scheduling follow -up as once
the results have been inputted there are no reminders , effective
follow-up measures in place

5. Inspectors are usually overbooked for more inspections than
can be achieved in one day

6. Inconsistent detail and method utilized for writing up
Inspection reports . Training and /or standard operational
procedure needs to be put in place .

7. All paper version of plans have to be picked up from Fire
Station 18.

8. There is subjectivity as to when a Complaint should be filed or
Code Enforcements steps should be taken .

9. Guideline indicates Stop Work is most severe ; however,
inspectors are currently utilizing Stop Work before Citation due to
processing and legal delays involved with Citation .

10 It is unclear in citation process document whether a pre -
citation letter is absolutely required and requires a DFM or Chief
approval

11 .Delays in resulting inspection can cause delays and
conflicting customer expectation when requiring a building final
12. Other than documenting in an activity log , there isn’t a
Hazmat section in the current system

13. Process is not clear and is subjective as to when a complaint
should be created or utilized

Roles:

Customer- Can be an internal (Clark County contractor or
employee ) or external person (not employed via Clark County or
servicing Clark County)

Inspection-Fire Department (Prevention) staff responsible for
inspections

Management -Fire Department (Prevention or Suppression )
supervisor staff responsible for approval of said processes
procedures or activities .

Imaging-Fire Department (Prevention) staff responsible for
scanning documentation and images as it relates to APN
Address, applications

Finance- Fire Department (Prevention) staff responsible for
Finance

Scheduling -Fire Department (Prevention) staff responsible for
scheduling inspections

Systems :
Naviline
CLIPS
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FD090-Inspection -Record Search

Customer Intake Scheduling Inspection Finance
Start ; =
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Record through Mail or required step but
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Waiting Scanning

-Set request status to AP
-Create AP action log
-Record media type used
-Record time spent

Naviline

Document results in

Submit paper

p request & receipt to
Finance
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A

Go to Finance-
Fee
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Process Scenario :
A search for fire prevention bureau records is needed for a
specific address or multiple addresses

System Constraints :
-Unable to search easily for Fire Code violations

Business Rules:

-No fee is charged for a municipal /Clark County required search
-A refund can be issued if the search has not begun or been
conducted

-A base fee of $80.00 covers 1 hour of research per address .
Any additional time gets charged at a rate of $80/hr per address ,
per resource .

-A record search can be expedited for an additional fee of $85.00
per address

-If no records are found , the applicable fees still apply

-A letter of authorization is required to obtain copies of plans that
were submitted by another contractor

-2 paper copies of the application /request are required from the
customer

-Record search requests have a completion date of 10 days from
submission date

-Expedited record search requests have a completion date of 3
days from submission date

Triggers:
-Fire Department Record Search request

Goals:
-Record Search complete and documents provided to customer

Gaps/Issues:

1. A record search may be requested from management and not
follow the process and get recorded

2. A clear definition or guideline is missing for what documents
are considered public vs . private and/or what can be released
3. Quality controls for imaging - many images can be mismatched
with the address

4. CD media is available but is not on the fee schedule and
therefore cannot be charged back to the customer

5. If imaging staff is required for the actual search , fee
association/charge is not available

6. Rules vary from supervisor to supervisor in regards to what
documents can be released

7. Related documentation may not be electronic due to delays in
the review process, receipt by imaging and lack of imaging
resourcing .

Roles:

Customer- Can be an internal (Clark County department /agency
employee) or external person (not employed via Clark County or
servicing Clark County)

Intake- Fire Department i (Prevention) staff responsible for
assisting customers as it relates to Prevention

Scheduling -Fire Department (Prevention) staff responsible for
scheduling inspections

Inspection-Fire Department (Prevention) staff responsible for
inspections

Finance- Fire Department (Prevention) staff responsible for
Finance

Systems:
Naviline
File360
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FD091-Permit-Apparatus Standby Process

Customer Intake Finance Inspection Management Suppression
\ 4
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es request
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System Constraints:

-An request in Naviline has to be submitted as a permit application and
set to approved in order to schedule an inspection

-Suppression does not have access to Naviline

Business Rules:

-There is no permit issued with an Apparatus Standby request .

-An inspector is assigned and scheduled for an Apparatus Standby
request

-Four personnel are assigned to each unit from Suppression for Engine
Standbys

-At least one person from Prevention is assigned as Inspector

-At least one person from Suppression is assigned as Captain and
responsible for documentation

-Suppression and Prevention staff are required to report arrival date /
time and departure date/time

-A fee of $1200.00 applies to one unit and includes 4 hours of staffing
-More than 4 hours gets a $300.00/hour fee assessment per unit
-Main business hours are considered 8 A.M-5P.M; however, some staff
business hours are considered 4P.M-2A.M

Forms:

- Apparatus Standby Request /Authorization form
- CCFD Departmental Verification of Standby form
- Overtime Authorization

Gaps/Issues:

1. Time allocation is recorded in multiple locations

2. Both the Apparatus Standby Request form and Departmental
Verification of Standby form contain redundant data

Roles:

Intake- Fire Department intake staff responsible for assisting
customers as it relates to Prevention

Finance- Fire Department (Prevention) staff responsible for Finance
Inspection-Fire Department (Prevention) staff responsible for
inspections

Management-Fire Department (Prevention or Suppression) supervisor
staff responsible for approval of said processes, procedures or
activities.

Suppression-Fire Department staff responsible for fire suppression

Systems:
Naviline
Telestaff
Email
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FD092-Permit-Permit Survey

Clark County

Process Scenario :
Permit Survey form received from other agency and requires Fire
Department review and signature

Customer Intake Agenc Plans Check Imaging System Constraints :
y -N/A
Business Rules:
-Permit Survey form only requires Fire Department processing if
any of the questions on the survey are Yes
Inputs:
Customer applies for Agcir;%r:;ﬁic:es -Permit Survey form
licensing or permit at complete Permit
another agency Survey form Goals:
-Permit Survey form response submitted back with comments ,
signature and date
Gaps/Issues:
Customer completes . . .
Permit Survey form | _ 1. Request not entered into system other than imaging
and submitsto | 2. Time allocation not accounted for in permit /inspection system
Agency for plans check
3. Fire Department receives multiple paper copies of the same
form from different departments (duplicates)
Goto 4. Business license always require a signature even though
_ | Agency faxes Permit Review Permit | | Write Comments and Submit copy of form ,| |Administrative- answers do not require Fire Department review
Survey form Survey form Sign Form to Imaging Imaging 5. Periodically submitted with plans even though it should have
: Process been submitted in advance
6. Current form verbiage is confusing for the customer .
Give Permit
Sﬂ;g:;ﬂ:ﬁga)(# No»{ Survey Form Roles: _
702-735-0775 to Intake Customer- Can be an internal (Clark County contractor or
Customer employee) or external person (not employed via Clark County or
completes Permit servicing Clark County)
Survey form and Yes .
submits to Fire Place Permit Survey v Clark County Agency- Another Clark County department outside
Department via » form in Plans Check Fax to of Fire Department. May include Air Quality Management ,
email or walk-in bin Agency or Business License, Health District, Development Services,
Mo(gi‘f’y“_‘Agg;i;‘;m SLEiomen Building, Comprehensive Planning , Zoning _
Request Process Plans Check-Fire Department (Prevention )staff responsible for

reviewing plans submitted for construction or operational permits
Imaging -Fire Department (Prevention) staff responsible for
scanning documentation and images as it relates to APN
Address, applications

Agency receives
signed Permit
Survey form

F' N

Systems:

Receive signed -
File360

Permit survey form
and contact
customer

Customer notified to
come pickup Permit |«
Survey form

Provide original or
copy of permit
survey form to

customer

A

Customer receives
signed Permit survey [«
form

End
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FD093-Permit Renewable -Expiration

Customer Intake Finance/Administrative Scheduling Imaging
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Renewal Notices, months in advance.
Sometimes it ends up
being 30 daysin
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No

Contact customer via
telephone regarding
expired permit

A

Process Scenario :
Permit that is renewable is due to expire or expired .

System Constraints :
-System is not currently setup to notify or create a
notice on permit expiration - The application number
becomes the permit #.

Business Rules:

-The renewal fee is based on the cost of the permit from
last year.

-If the business still shows active and the permit has not
been renewed after X days or 3 attempts, a complaint is
submitted.

-If the payment has been received for a renewal but
plans were required to be resubmitted but were not
received, the Inspector has to go back out to the site
once a complaint has been submitted .

-Inspection should not be finalized until permit has been
paid for.

-Inspection should not be scheduled unless permit has
been paid for

-Permit expiration date is based on the date the plans
were initially approved (365 days from plan approval )

Triggers:
- Renewable permit is due to expire or is past due .

Goals
:- Renewal notice is sent out to the customer- Customer
pays for the renewal and an inspection gets scheduled

Gaps/lIssues:

1. If permit is not renewed and another permit sequence
is not created in system- potential permit expiration may
get lost if not included in paper trail . May not be
included on expiration report as a result due to being
out of date range.

2. Request shows approved in multiple places but have
to look at several criteria to identify if request is
approved for a permit

3. Inspection could be missed due to either paper trail
being lost or system not getting updated

4. If customer indicated revisions were/are required ,
customer may not resubmit plans and there are no
alerts in the system to notify the FD if the resubmission
was completed.

5. No collection agency is involved for obtaining past
due funds.

6. If there is no fee line, inspection can get scheduled
although permit has not been paid for .

7. Inspectors can change the expiration date of the
permit.

8. There is no hard rule as to when a complaint should
be filed

Roles:

Customer- Can be an internal (Clark County contractor
or employee) or external person (not employed via
Clark County or servicing Clark County)

Intake- Fire Department i (Prevention) staff responsible
for assisting customers as it relates to Prevention
Finance - Fire Department (Prevention) staff responsible
for Finance

Scheduling-Fire Department (Prevention) staff
responsible for scheduling inspections

Imaging-Fire Department (Prevention) staff responsible
for scanning documentation and images as it relates to
APN, Address, applications

Systems:
Naviline

Crystal Reports- http://ccfdapps 01 m/bpreports /
CLIPS
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Sign & Stamp .| plans and additional M| || scirirsimeiive
paper plans documentation to — g -Imagin
imaging Fire Station ging
1-City of Las
v legas
If new or removed
hydrants
No Mail plans to Fire
Alarm Dispatch
Start
PICheg: ?V" & Customer is expected to do
aTDick?J e this online 99% of the time. If : .
P plans received in mail, plans If O.T, submit R Goto
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LSRN No inspector is
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£ Communicate Plan return In Naviline,
dee,f Yes—p| Feesdue to rejected until - Assign Plans to self — Change Document on
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Receive
Plans- Require

A

Naviline

waslis

-Give customer Plans

-Update Plans location in

-Update Plans Status- PPU

-Update who pickup contact

Correction?

No

Ready for
Mylar-Stage
2?

No

Ready fo
Hydrant
Install-Stage

ac.
€S

Release required
from CC Public
Works)

Private Fire Hydrants
are inspected via the
Clark County Fire
Department where
Public Hydrants are
managed via the Las
Vegas Water District
and are essentially the
bond to be released

Process Scenario :
Plans received for new or existing request /application.

System Constraints :
-Permit is associated with each application and thus each stage .

Business Rules:

-Stage 2 requires mylars instead of paper plans

-If plans are approved and the civil plan is for a single lot -
applicant gets the plans returned .

-If plans are for a large complex /buildout, Fire Department keeps
the plans.

-Stage 1 & 2 do not require the scheduling of an inspector
-Stage 3 and 4 require an inspection

-A permit is created for each stage

-An application/request is required to be completed for each
stage.

-If there are any changes found past Stage 1, the customer is
required to resubmit a new application /request and start the Civil
process over at Stage 1.

-Not every Civil Plan review has to go through Stage 4
-Customer has to submit a new application/request for each
stage.

-If process utilizes electronic plan review submission, Stage 2
review of Mylars will still need to be included in the process.

Triggers:
- Plans filed in bins and available for review .
- Overtime Authorization

Goals:
-Plans approved with signature and /or markups
-Daily activity logged in Naviline

Gaps/Issues:

1. After plans have been received , plans check is not actively
updating the location and status of the plans .

2 .Although plans may have been reviewed and approved , plans
may sit on a plans checker's desk and not get turned into
imaging in a timely manner (sometimes up to a month until
receipt)

3. In the system, a permit is associated with each stage although
a permit is technically only needed in stage 3 for the Fire Hydrant
Install. Future need for customer to have receipt /proof of plans
approval .

4. Stage 1 there is usually not an APN or address to associate
the request 2. Need for future GIS latitude or District Phantom
recorded for future reference

Roles:

Customer- Can be an internal (Clark County contractor or
employee) or external person (not employed via Clark County or
servicing Clark County)

Intake- Fire Department intake staff

Plans Check-Fire Department staff responsible for reviewing
plans submitted for construction or operational permits

Finance - Fire Department Finance staff

Intake

Systems:
Naviline

Plans Terminology
Redline-referred to when inputting
markups on plans where plans do not
need to be resubmitted for approval but
may need title block updated /minor
items on plans updated.
Correction-referred to when markups
require plans to be corrected and
resubmitted.

Revision-Where customer submitted a
change to the plan on after plans were
reviewed and approved

Swap Out-Where customer submits
changes to a plan before plans are
reviewed

Common Plan Statuses(not all inclusive
Rejected-Change Plan Status to “FRE” Rejected
means all new plans and app has to be submitted.
Approved-Change Plan Status to “APP”

Additional Info NeededChange Plan Status to “FAI”
Civil Plan-Change Plan Status to “R4M”
Correction NeededChange Plan status to “CLS”.

Correction letter may be printed and attached
The customer can go online to check plan status.
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Process Scenario :
Paper plans received for new or existing request /application.

System Constraints :

-Hazmat entries are entered in special conditions on the permit .
-Checklist or field requirements based on permit type not
available in current system

Business Rules:

-Submission of Plans for Correction-Customer is required to
submit 3 copies of the plans with the correction letter .
-Submission of Plans for Revision-Customer is required to
submit 3 copies of the new plan along with 1 copy of the original
approved plans .

-Submission of Plans for Swap-out-Customer is required to
submit 3 copies of the new plan.

Triggers:
- Plans filed in bins and available for review .

Goals:
-Plans approved with signature and /or markups
-Daily activity logged in Naviline

Gaps/Issues:

1. After plans have been received , plans check is not actively
updating the location and status of the plans .

2 .Although plans may have been reviewed and approved , plans
may sit on a plans checker's desk and not get turned into
imaging in a timely manner (sometimes up to a month until
receipt)

3. If request is for a renewable permit , system does not
automatically set the permit expiration (365 days from day of
initial plans approval

4. Too many steps involved with current system for assignment
to self.

5. Reminders not currently available in system

6. Unable to effectively manage plan assignment due to inability
to view list of plans assigned to work queue .

7. Once current plans are issued a correction letter , request
appears (from a quick view) as if Plans review is not complete.
8. Current Plans organization process takes 2 hours per day (10
hours per week)

Roles:

Customer- Can be an internal (Clark County contractor or
employee) or external person (not employed via Clark County or
servicing Clark County)

Intake- Fire Department intake staff

Plans Check-Fire Department staff responsible for reviewing
plans submitted for construction or operational permits

Finance - Fire Department Finance staff

Imaging

Systems:
Naviline
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FDO096-Plans -Review -ElectronicPlans
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Process Scenario :
Customer wants to submit plans for review electronically .

System Constraints :
-ProjectDox is not tightly integrated with Naviline

Business Rules:
-Cannot submit corrections until all fees are paid

Triggers:
-Application submitted through Construction Services Online

Goals:
-Review completion in ProjectDox and Naviline

Gaps/lIssues:

1. Duplicate entry needs to occur in both ProjectDox and Naviline
2. Swap out rules are inconsistent as whether it holds a
customers place in line.

3. Electronic plans take approximately 20 minutes to move to
File360 because for each paged inserted , a person has to type
the permit # each time.

Roles:

Customer- Can be an internal (Clark County contractor or
employee) or external person (not employed via Clark County or
servicing Clark County)

Intake- Fire Department i (Prevention) staff responsible for
assisting customers as it relates to Prevention

Plans Check-Fire Department (Prevention )staff responsible for
reviewing plans submitted for construction or operational permits
Finance- Fire Department (Prevention) staff responsible for
Finance

Imaging-Fire Department (Prevention) staff responsible for
scanning documentation and images as it relates to APN
Address, applications

Systems:
Naviline
ProjectDox



Revision: December 26, 2012

FDQ097-Suppression -Fire Drill

Process Scenario :
Monthly fire drill needs to be scheduled , completed, and
processed

System Constraints :
N/A

Business Rules:

-All schools require a monthly fire drill based on state
requirement .

-At least one staff member from the fire department is required to
be present to witness the fire drill

Triggers
-There isn’t technically a trigger other than a proactive step to
schedule the fire drill

Goals:
-Monthly fire drill has been witnessed and documentation
processed and completed

Gaps/Issues:

1. Inspector is not actually involved in the Fire Drill process other
than processing the paperwork and acting as a liaison

2. Fire Drill is documented in an excel spreadsheet

Roles:

Suppression -Fire Department staff responsible for fire
suppression

Management -Fire Department (Prevention or Suppression )
supervisor staff responsible for approval of said processes ,
procedures or activities .

Inspection-Fire Department (Prevention) staff responsible for
inspections

State Fire Marshal -party responsible for insuring public schools
adhere to any fire codes

Imaging -Fire Department (Prevention) staff responsible for
scanning documentation and images as it relates to APN
Address, applications

Suppression Management Inspection State Fire Marshal Imaging
Start
Suppression
Captain contacts
School to schedule
monthly fire drill
v
Go on site to
school to
witness fire
drill
A 4
Verify any
previous
ISSHESMIETE Fire Drill reports managed by
resolved one ins|
pector currently
Complete fire DFM receives
drill report Turn in Fire fire drill report Give report to Receive and
with issues, p Drill report to via inner » Inspector for P review fire
comments, DFM office mail or processing drill report
signatures email
End
No
\ 4
Prepare Receive
report and o ég:(lzrégsm Ssues require
email to State Fire y resolution
Fire Marshal Prevention
Yes
v
\ 4
Work on
Insert notes into resolving
excel issues
spreadsheet
Y
Provide
> Follow-up with status of final
SSUES TEQUINE™ v o5 state Fire resolution via
resolution
Marshal phone or
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\ 4
Submit fire drill Update notes on
report and ! spreadsheet
copies of email and related |
to imaging documentation
Go to
Administrative
-Imaging

End

Systems:
Excel
Email
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