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ALLEGAN COUNTY HEALTH DEPARTMENT
PH ADMINISTRATIVE POLICY/PROCEDURE
TITLE:  COVID-19 FOOD ESTABLISHMENT COMPLAINT AND IMMINENT DANGER PROCESS
POLICY/PROCEDURE NUMBER:  
APPROVED BY (POSITION): PUBLIC HEALTH OFFICER
PREPARED BY (OPTIONAL):  
EFFECTIVE DATE: 7/2020





LAST REVISED DATE:

LAST REVIEWED DATE:

1. PURPOSE: To provide a consistent process for receiving and investigating complaints and violations of Executive Orders and MCL 333.2453. 
POLICY (OPTIONAL): This order is made pursuant to Section 2451 of the Public Health Code, being MCL 333.2451, Section 2453 of the Public Health Code, being MCL 333.2453, and Executive Orders 2020-110, Executive Order 2020-145, Executive Order 2020-147, Executive Order 2020-149, or any orders that follow from it.
2. SERVICE AREA(s) AFFECTED: Public Health
3. PROCEDURES:
Complaint received: 
a. Complaint received in office through hotline, Alleganeh@allegancounty.org,  front office, direct lines for Environmental Health Manager and food staff

i. An inquiry form will be filled out for the complaint.

b. If staff are in the office they will fill out the information (name of entity, location, license number if applicable) on the warning order at that time. 

i. Copies will be made for the file, to be sent to facility after investigation 
c. If staff are not in the office at time of complaint they will carry blank copies  of the warning order and save a blank copy of the warning order to their desktop to be able to fill out if they are carrying their computer and printer with them.  
Complaint investigation: 

a. Complaints will be investigated within 24 hours within the regular work week, (this is also the time the hotline and offices are open).

b. If the complaint is validated:

a. Video or photos will be taken of violations and saved in the facility file.  It will be saved in the facility same business day and deleted off of the device that it was captured from immediately after saved in the facility file. 
b. Validated complaints; during the on-site investigation the warning  order will be left with person in charge at the facility. 
c. A corrective action form will be left with person in charge at the facility with the 72 hour due date on the form.

d. Warning order will be mailed out after the investigation has been validated and a copy left with the person in charge.  This copy of the warning  order will be sent to the mailing address on the license.   This will also include a copy of the corrective action form with the due date on it.  

e. Inquiry form will identify the items provided to the facility documented on it prior to closing the inquiry.
c. Second Validated Complaint Investigation

a. Video or photos will be taken of violations

b. Health Officer and Environmental Health Manager will be contacted to inform them of validated complaint.

i. Contact will be by work email.
c. Business will be closed at time of investigation for 72 hrs, will allow customers to finish meal.

d. A placard will be placed on the customer entrances stating business is closed, date of closure will be on the placard.
e. Documentation of validated complaint and resulting actions by our department on MDARD form FI-214 will be left onsite. 
f. An onsite visit prior to opening to determine compliance
d. Third Validated Complaint Investigation

a. Video or photos will be taken of violations.

b. Health Officer and Environmental Health Manager will be contacted to inform them of third validated complaint

i. Contact will be by work email. 

c. Inform Business that this is their third validated complaint and they will be closed indefinitely while the ACHD petitions the courts for relief, which may include a request to revoke their license. 
d. Documentation of validated complaint per violations process. 
After Investigation Actions:

a. First Validated Violation 
a. A copy  of the warning order will be filed into the facility file and inquiry spreadsheet

b. Documentation of due date (72 hours) for corrective action on the inquiry spreadsheet and for the license file.
c. Review of corrective action by Food Program Member doing the investigation

i. Corrective action form


ii. Required steps to meet corrective actions

b. Second Validated Violation 
a. Inquiry form will be completed, filed into the facility file and inquiry spreadsheet.
b. Documentation that on-site visit was made to facility prior to opening, will be filed into the facility file in the same manner that occur with the first violation process. 
c. There will also be another Warning Order issued documenting this is the second validated violation.
c. Third Validated Violation 
a. Return to office to begin paperwork to support petition to courts for relief, which may include business license revocation. Temporarily close business until court proceeding.
b. There will be a a Warning Order issued that documents this is the third violation.
d. DEFINITIONS (OPTIONAL):  
e. REFERENCES:
f. APPENDICES:
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