Standard Investigation Procedures

The information below is to be used as guidance along with the “ Standard Operating Procedure (SOP) for Handling Pollution Complaints”. This guidance provides the steps that should be taken once a complaint (verbal or written) is received.

When a complaint is received…determine the following: 

· Does it fall under the Pollution Abatement Rules?

· Does it fall under the Standard Operating Procedure (SOP)?

· Which other agencies need to be notified?

If the complaint falls under our rules or SOP…

· Identify which staff member is most technically competent to investigate the problem

· Identify the location and description of property or water of the state being damaged and extent of damage

· Identify alleged source of pollution (name, address, phone number of person allegedly causing the problem- if available)

· If the complaint is verbal, ask if the complainant would prefer to file a written complaint (explain rules)

· Start a case file (file in District filing system, utilize ODNR-DSWC investigation forms (PIR, livestock, sediment, assistance notes).  Do not use Federal forms to document complaints!

· Contact the owner/operator regarding the complaint and schedule a time to investigate the site.

Note: Two people should go out on the initial site visit.  Always send the most technically competent person to conduct the on-site investigation.  An SWCD employee or Board member should not go on to property unless permission has been granted by the owner/operator. If permission cannot be obtained then contact DSWC RMS for further guidance.

· For livestock related complaints, at time of initial phone contact with owner/operator, discuss the biosecurity protocol for the operation.  Then prepare to follow the protocol!

· Once the owner or operator grants permission and the on-site visit has been scheduled, take the following items with you to complete the investigation:

1. Pollution Investigation Report (PIR) and the appropriate livestock or sediment report form.

2. 2 copies of the “Agricultural Pollution Abatement Rules and Standards” or “BMPs for Erosion Control on Logging Jobs In Ohio”. (1 copy for the landowner and 1 copy for the investigator.)

3. Mapping information- (soils, topographic and aerial)
4. Note pad or Conservation Notes sheet
5. Camera

6. Tape measure or measuring wheel

7. Disposable boots

8. Clinometer

9. Cell phone (if available)

10. Emergency Response Contact List

When you arrive at the site…

· Follow biosecurity protocol for the operation

· Make initial contact with owner/operator and explain the districts role in the Agriculture Pollution Abatement Program and the nature of the complaint (Review the Rules and Standards and PIR with owner/operator and provide them with a copy.)

While reviewing the site…

   (  Complete the Pollution Investigation Report (PIR) and the     

        appropriate livestock or sediment report. (Note: Careful   

        consideration should be given to how question 5 on the PIR is     

        answered)

· Determine temporary and permanent measures needed to correct the rule violation. Also, discuss with the owner/operator a timeline of implementation for temporary measures if applicable. For permanent measures, discuss possible options and offer to schedule another visit for inventory and evaluation purposes by someone with appropriate job approval authority. 

Before leaving the site…

· Obtain all necessary contact information from the owner or operator and the best times to reach him or her.

· Schedule a follow up visit to make sure corrective measures have been taken.

Remove disposable boots, place in trash bag and leave at the farm.

After the initial site visit has been completed….

· Contact complainant to inform them of your findings.
· Send a letter to the owner/operator that summarizes the findings of the investigation and identifies any temporary measures that need to be taken with a realistic timeframe.
· If applicable, contact an engineer or someone with the appropriate job approval authority to complete an inventory and evaluation.

(
At the next regularly scheduled SWCD Board meeting review the (PIR), discuss appropriate timeline to implement corrective measures, and any additional follow up that is needed. SWCD chairperson needs to sign the Pollution Investigation Report.

· For written complaints, submit copies of the completed Pollution Investigation Report (PIR) to the Area Resource Management Specialist and to the ODNR-DSWC Central Office.

· If applicable, contact the Area Resource Management Specialist about possible cost-share funding.

During the follow up visit….

· Review previous correspondence with owner or operator.  Have identified corrective measures been implemented?  Have any permanent measures been implemented? 

After the follow up visit…

· Document the follow up visit and place all information in the District filing system.

· At the next monthly Board meeting, inform the SWCD Board of all findings related to the pollution problem including progress being made to resolve the problem (or lack thereof).

· Continue to offer technical assistance to the producer as directed by the SWCD Board.

