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WASTEWATER-Board of Health (BOH) Onsite Wastewater Treatment System (OWTS) Case Procedures
Purpose: To provide adequate coverage, consistency, and a smooth Board of Health Case review process. In addition, allow additional staff to be involved in this process to expand the expertise and experience in this program. 

References: JCPH OWTS Regulations 


Board of Health policies 



AMANDA (write-ups generate in OW folders – document tab)



Powerpoint Templates (in M: HWQ/Board of Health/year)
Board of Health members – maintained by Admin Division
Annual Calendar – maintained by Admin Division 
Procedure:
I
DUTY ASSIGNMENTS
· The OWTS supervisor will act as intake, initial reviewer, BOH presenter and coordinate the preparation of the BOH task calendar.

· Lead OWTS inspector will act as monthly case manager / site inspector.

· OWTS backup will backup Supervisor and lead in BOH duties

· EH administrative assistant will process paperwork and issue permits.

II
WORK FLOW

A.
General Requirements

1. The annual calendar governs BOH meeting dates – odd numbered months in 2016 and special meetings called in alternate months if there are cases to be heard. 
2. Staff is responsible for ensuring tasks are completed per annual calendar and this Standard Operating Procedure.

3. Any difficulty in meeting deadlines should be communicated immediately to the OWTS supervisor

B.
Pre-meeting tasks and assignments 

Upon receipt of an application the Administrative Assistant will:

· Place the entire application in a divided permit folder

· Assign it an AMANDA case number and update the AMANDA record
· Give to OWTS supervisor. 
Coordinator will:

· Create a folder: HENV / Board of Health / YEAR / Hearing date for all documentation / emails / case write-ups etc. 

· review the application for completeness  

· generate case-write up (see separate SOP)
· send out notification letters to adjacent properties to assure timely delivery

· determine pertinent issues and note any deficiencies in the file folder

· contact the applicant with a “drop dead date” for corrections, if needed

· develop a Powerpoint presentation for each case 

· prepare case templates including variance documents, letters to owner and adjacent property owners, etc, and will scan in appropriate pages to Powerpoint

· Prepare the board agenda when all cases are received. 
· Give files to OWTS lead
Lead will:

· visit each site to post the property, verify the engineering, and take digital photographs, including:
· Hearing sign with case number (first photo, for identification) 

· Test holes, if any

· Existing structures, if any

· Photos showing topography and tree cover

· Unusual geological to topographic formations such as dry gulches, drainages, outcrops, surface water, etc

· Any other photos deemed appropriate

· Make notes on a site map showing adjacent houses, topographic features, etc., to be able to respond in detail to Board questions

· Return file folder and camera to Supervisor.

Supervisor will:

· Provide final review and edit of write-ups

· Download digital photos to Powerpoint

· Print out case write-ups, including variance agreement and other forms, if appropriate

· finalize BOH Powerpoint presentation

· email Board Administrative Assistant the case write-ups by the BOH mail date
· place all file folders in the BOH upcoming accordion file

· put variance or O&M forms in individual folders

· load Powerpoint program into flash drive and place in accordion file
· email Health Communications staff a write up of cases to be posted on the BOH webpage

· brief EHS Director on any concerns for the upcoming BOH meeting

C.
At the BOH Hearing
Supervisor will:

· present the cases to the Board, directing questions to Lead as appropriate

· make notes concerning any additional conditions imposed by the BOH

· give each file folder to Lead after a decision is rendered by the BOH 

Lead will:

· Respond to technical questions concerning the case as directed

· meet with the applicant outside the hearing room to provide them with the appropriate follow-up form letter 

· have the applicant sign the variance agreement if ready

· answer any questions from the applicant

D. After the BOH Hearing

Lead will:

· Determine if additional conditions were imposed by the BOH by consulting  Supervisor’s notes in the file folder

· write up the appropriate permit conditions

· give file folders to EH Administrative Assistant
Administrative Assistant will: 

· issue the permit based on the write-up, updating the BOH aspect of the case record 

· send out variance agreements, if necessary

· mail permit to applicant (or notify, if pickup) and place folder in Active file cabinet

OR

· hold application until unsigned variance form, parcel merger agreement, sampling agreement, etc is received, then permit and mail

· place completed file in the ACTIVE cabinet
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