
 
TOWN OF DENMARK 

 
POLICY FOR ACCEPTANCE  

OF COMPLAINTS TO MUNICIPAL OFFICIALS 
 
 
 
PURPOSE 
 
It is recognized that from time to time officials employed by the Town of Denmark receive complaints 
from members of the public in regard to Town operations, practices, and ordinance violations.  The 
purpose of this policy is to provide for the proper and orderly investigation of these complaints by the 
Town of Denmark.  This policy is intended to ensure that a written record is generated for all reports 
concerning municipal operations, practices, and ordinance violations.  
 
AUTHORITY 
 
The Selectmen are the duly authorized, elected and sworn municipal officers of the Town Of Denmark 
and hereby are responsible for making policy regarding day to day operations of the Town.  The Board is 
also responsible for appointing and supervising numerous individuals to various boards, committees and 
municipal positions within the Town of Denmark.  
 
SCOPE 
 
This policy applies to all complaints received by officials appointed by the Denmark Board of Selectmen 
or the Town Manager, and to be investigated by the Town Manager and/or his designee. 
 
DEFINITIONS 
 
Complainant  
 
A person who makes a complaint to a town official in regard to alleged violation of an ordinance. 
 
Complaint  
 
An inquiry, allegation, statement, or other form of communication disputing or concerning an operation, 
practice, or ordinance violation of the Town of Denmark.  
 
 
STANDARDS 
 
Written Complaint 
 
For each instance of a complaint, either by appointed or elected officials or by a member of the public, a 
written document will be generated either by, or on behalf of, the complainant.  In the event of a 
telephone call received by a complainant, a hand-written or computer generated document shall be 
generated and signed by said official.  The complaint shall identify the following: 
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- Date the complaint was received 
- Time the complaint was received 
- Person(s) making the complaint 
- Nature of the complaint 
- The name (if known) of the alleged violator 
- Location of the alleged offense 
- Contact information for the person making the complaint including (if applicable) address, 

telephone number(s), e-mail address. At least one form of contact information must be provided. 
 
No Anonymous Complaints  
 
Elected and appointed officials shall not accept complaints from anonymous sources.  If a complaint is 
received by elected or appointed officials, and a person does not wish to reveal their name, then the 
complaint will either not be forwarded to the proper investigatory official or if it is forwarded, the 
complainant will be considered to be the elected or appointed official who forwards that complaint.  The 
basis for this standard is that a person accused of committing a violation has the right to know who their 
accuser is.   
 
Form Available  
 
The Denmark Town Office shall generate a paper form for complainants to make written complaints and 
submit them to the proper officials.  The form shall contain, at a minimum, spaces to fill in the items 
listed in the Written Complaint section above. 
 
Follow Up  
 
The town official to whom the written complaint is forwarded shall investigate all written complaints and 
shall issue a written report in regard to the investigation.  A copy of that report will be forwarded to the 
Board of Selectmen, put on file for the required period of time as defined by state statute, and a copy of 
the investigation report sent to the complainant and the alleged violator.    
 
SEVERABILITY 
 
If any provision of this policy or the application hereof to any person or circumstances is held invalid, 
this invalidity does not affect other provisions or applications of this policy which can be given effect 
without the invalid provision or application, and for this purpose the provisions of this policy is 
severable. 
 
 
 
This policy is enacted on October 26, 2009 by the Denmark Board of Selectmen. 
 



SECTION 1 

COMPLAINT FORM 
(Instructions on back of form) 

TYPE OF COMPLAINT:  check type(s) of complaints 

Work w/o Permit Wetland Disturbance/Fill 

Failed Septic System Structure(s) in setbacks 

Illegal Sign(s) Working beyond scope of Permit 

Junkyard Cutting in Shoreland  

Illegal Use Illegal Dwelling 

Other (please explain): 

(More space on back of page) 

SECTION 2 

Location of, or for Complaint:  

SECTION 3 

Property Owner or Alleged Violator:  

Home Phone:   Cell Phone:  Other: 

SECTION 4 

 Person Making Complaint:
(Name) 

(Contact Information) (Date) 

***OFFICE USE ONLY*** 

Date of Site Inspection: ________________ Date of Contact w/Alleged Violator:   

Decision:  _________________________________________________________________________________________________ 

NO VIOLATION                     VIOLATION FOUND AND RESOLVED ENFORCEMENT REQUIRED 

NUMBER OF DAYS FROM COMPLAINT RECEIVED TO DECISION:  _______________ DAYS 

Code Enforcement Officer Signature: 



How to File a Code Complaint 

The Code Enforcement Department is responsible for responding to code enforcement complaints.  
To simplify this process, we have developed the Complaint Form.   We need information in the first 
two sections to investigate – what do you want us to investigate, and where is it located?   Without 
this information we can’t do anything. If you think you know who is responsible for the problem, 
it would be helpful if you would complete the 3rd section. Please provide your name and 
contact information in the 4th section. 

Once completed, you can submit the form by email, posted mail, or drop it off at the Town Hall. 

Email addresses: ceo@denmarkmaine.org 

Mailing Address: Town of Denmark 
Code Enforcement Officer  
62 East Main Street 
Denmark, ME 04022

Any questions?  Lyndsay can be reached at 207-452-2207 or 207-890-8057 

Additional Remarks (cont.) 
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