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1. Purpose:

The purpose of this policy is to provide a procedure for complaints.

2. Policy:

It is the policy of the Building Department to protect and assist the
community during the construction and development of property in an
effort to achieve an acceptable living environment for the citizens of the
city. Itis also our policy to ensure that property is developed and
maintained in a safe manner, by promoting excellence in design and
building standards. ’

3. Procedures:

1. All complaints are to be placed on the “Building and Codes
Department Complaint Form.” No anonymous complaints shall be
taken, unless of an emergency condition.
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Official Complaint Form
Building and Codes Department

Date:

Complaint’s name:

Complaint’s phone number:

Address of compliant:

Complaint description:

Date complaint sent to Chief Building Inspector:

Complaint investigated by:

Date of investigation:

Result of investigation:

Date complainant notified of determination:

By:
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The complaint form shall be given to the administrative assistant for
processing. The administrative assistant shall make a copy of the form
keeping the original for record keeping purposes and giving the copy to
the appropriate staff member for investigation.

The appropriate staff member shall perform an investigation of the
complaint. The results shall be documented on the complaint form and
report the findings reported to the director of building.

The complainant shall be notified of the findings by the appropriate
staff member. The requests and notification date recorded on the

complaint form.

A copy of the coniplaint and its findings shall be kept by the building

v depar’cmen; administrative assistant.




