


Procedure for Handling Complaints to the Colebrook Planning and Zoning Board

Purpose
To establish a clear, fair, and transparent process for receiving, documenting, and addressing complaints related to planning and zoning matters within the jurisdiction. 

Policy on Anonymous Complaints
· Anonymous complaints will not be accepted.
· All complaints must include the complainant’s full name, address, phone number, and signature.
· Complaints lacking proper identification will be deemed invalid and will not be processed.
Submission Requirements
Complaints must be submitted using the official Planning and Zoning Complaint Form (attached below), and may be delivered by:
· Email (scanned signed copy)
· Mail
· In person at the Planning and Zoning office

 Complaint Review Process
1. Intake & Acknowledgement
· Complaint is logged at the bottom of the form
2. Preliminary Review
· [bookmark: _Hlk216269288]ZEO and P&Z Chair will receive copies of the complaint form
· ZEO assesses whether the issue falls under the jurisdiction of Planning and Zoning,
·  P&Z Chair will then forward it to the Commission if warranted.
· If outside jurisdiction, the complaint is forwarded to the appropriate department.
3. Investigation
· If valid, the staff conducts an investigation, including site visits or document review.
· The subject of the complaint may be contacted for clarification or compliance.
4. Findings & Action
· Corrective action may include warnings, fines, or orders to comply.
5. Resolution & Notification
· The complainant and the subject of the complaint are notified of the outcome.

 Recordkeeping
All complaints and investigation records will be maintained in accordance with local public records laws for a minimum of 10 years.



