PROTOCOL FOR ENFORCEMENT ACTION

1. Sufficient and appropriate evidence of the legal infringement MUST be recorded and placed on file. This will include all correspondence, diary entries, notes and, most importantly, photographs.

2. “Notices” are to state the relevant Act and Section, be extremely clear as to the cause/reason for the notice, state the exact action that is to be taken and include a “copy” of the relevant legislation in full, e.g. photocopy.

3. Enforcement notices can only to be signed by Delegated Officers.

4. Enforcement notices are to be countersigned by the Officer promoting the action.

5. Notices are to be sent by recorded delivery OR delivered by hand. When delivering by hand at least two Officers are to be present and the date and time recorded and signed by both Officers on the file copy.

6. When any work/action is to be taken a further 24hr “notice” is to be given.

7. If the action is to be taken be an Officer, he/she MUST  be accompanied by a colleague. Action must be recorded and countersigned by attending Officers.

8. If action/work is undertaken by a contractor, an Officer MUST be in attendance at ALL times. Notes of the work/action is to be recorded and counter signed by the Officer and Contractors representative.

