ODNR Field Personnel 

Complaint Form Instructions
(For Form & Template)

When an officer has a concern, complaint, or issue that involves the DNR Comm Center, use the following procedure to report it.
1. The officer fills out the ”ODNR Field Personnel Complaint Form”.  This information should be as detailed as possible.  The information should include a description of the event(s) that occurred, the time(s), date(s), the talkgroup(s) (if applicable), the telephone line(s) (if applicable), the name(s) of the operator(s) involved.  The officer should sign & date the complaint form then mail or fax it.  *If the officer is using a template, type “emailed to ****” & the current date in the signature & date fields, then email the form.
2. The officer will submit the complaint form to their supervisor.  They will determine if they can resolve the complaint or if the complaint needs to be submitted to their division LESO.  The Supervisor will sign & date the complaint form then mail or fax it.  *If the supervisor is  using a template, type “emailed to ****” & the current date in the signature & date fields, then email the form.

3. The LESO reviews the complaint form.  The LESO will determine if they can resolve the complaint or if the complaint needs to be submitted to the Chief of the Office of Law Enforcement.  The LESO signs & dates the complaint form then mail or fax it.  *If the LESO is  using a template, type “emailed to ****” & the current date in the signature & date fields, then email the form.
4. The Chief of the Office of Law Enforcement reviews the complaint form.  The Chief of OLE determines if the complaint needs to be submitted to the Administrator/Supervisor of the Comm Center.  The Chief signs & dates the complaint form then mail or fax it.  *If the Chief of OLE is  using a template, type “emailed to ****” & the current date in the signature & date fields, then email the form.

5. The Comm Center administrator and/or supervisor will investigate the complaint.  The administrator or supervisor will contact the Chief of the Office of Law Enforcement to let him know what they have discovered from their investigation and what action, if any, was taken.
6. The Chief of OLE will submit the findings and actions of the investigation to the LESO.

7. The division LESO will submit the findings and actions of the investigation to the field supervisor and officer.

 * The template can be printed, manually filled in and faxed to the recipient.
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