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Northern Sierra Air Quality Management District 
Compliance Policy and Procedure 

August 2026 

Effective Date:  

Approved by:  

PURPOSE  
The Northern Sierra Air Quality Management District (NSAQMD) is responsible for enforcing 
federal, state, and local air quality regulations.  In carrying out this responsibility, the 
NSAQMD responds to complaints and conducts inspections of sources of air pollution to 
determine compliance with these regulations.   
 
When conducting inspections, NSAQMD staff may observe violations.  Two compliance 
measures are used by the NSAQMD to notify sources of violations -- the Notice to Comply 
(NTC) and the Notice of Violation (NOV).   
 
Additionally, The California Health and Safety Code grants the NSAQMD the authority to levy 
civil penalties as specified in Sections 42402, et seq. 
 
The purpose of this policy is to provide general guidance to staff on how to respond to a 
complaint received, and when to issue an NTC or a NOV upon completion of an 
investigation. This policy addresses some of the more common violations encountered – it 
is not meant to be all-inclusive.   For violations outside the scope of this policy, staff will 
consult with supervisory staff for guidance on the most appropriate course of action to 
take. 

SCOPE and APPLICABILITY  
This policy applies to NSAQMD employees involved in compliance and enforcement on 
behalf of the NSAQMD.  

Responsibility for administration of this policy rests with the Air Pollution Control Officer 
(APCO). The NSAQMD may review this policy annually and recommend revisions as 
needed.  The NSAQMD is authorized to make non-substantive changes to this policy 
without Board approval; all substantive changes shall remain subject to approval of the 
Board.  
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COMPLAINT PROCEDURE  

A. Overview 
The NSAQMD responds to complaints from citizens, businesses, and other governmental 
agencies about incidents that happen within its jurisdictional boundary.  The District will 
not share the identity of complainants with any outside body or agency unless compelled 
to by law or litigation.  In such a case, the District will consult with the NSAQMD Counsel 
before releasing such information. 

To help properly respond to complaints in an orderly fashion, the District has implemented 
the following procedures. 

B. Determining Nuisance 
It is NSAQMD policy to respond via email or phone call to every complaint received.  
Complaints should be responded to within 48 hours, unless a complaint falls on the day 
before a weekend or holiday; in this case, a response should occur within 48 hours of work 
resuming following the weekend or holiday.  Inspectors should make every effort to 
respond to complaints the day that the complaint is received. 

Every complaint received, however, does not necessarily warrant a field investigation or 
further inquiry on the part of the District.  The following rubric is used to determine if a field 
investigation is warranted: 

COMPLAINT NUMBERS RECEIVED BY INCIDENT 
 Per Day Per Week Per Month Per year 
DISTINCT 
COMPLAINANTS 

2 2 2 3 

SAME 
COMPLAINANT 

- 2 2 3 

 

The following are complaints where a field investigation is always warranted, regardless of 
the number of complaints received: 

• The purported infraction is affecting a sensitive receptor as defined in the California 
Health and Safety - HSC § 42705.5. 

 

District inspectors may use their judgement to perform additional field investigations as 
warranted.  Additionally, even if a field investigation is not warranted, an inspector should 
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perform remote investigations by referencing District records and making phone calls to 
appropriate parties. 

If the above complaint threshold is reached and the inspector feels that a field inspection 
is not warranted, adequate reasoning for the lack of an investigation shall be noted and 
recorded in the complaint report.  Reasons that a field inspection might not be conducted: 

• The violating act is not actively being conducted 
• A previous field investigation has been conducted within the past week in relation to 

the same suspected party 
• The complaint is part of an ongoing investigation by the District 
• The incident is outside the jurisdiction of the NSAQMD 

 

C. Complaint Investigation 
The District uses a complaint form template when investigating complaints to catalog 
information from the complaint and investigation (See Appendix A for an example form). 

NSAQMD inspectors adhere to best inspection practices as laid out in the California Air 
Resources Board (CARB) class AP109 – Essentials for Air District Inspectors.  Before 
responding to complaints or performing inspections, a District inspector must complete 
course AP109.   

The District will have on file completed certificates of all District inspectors who have 
completed this course.  At the discretion of the APCO, individual inspectors may be 
required to retake the course as necessary to ensure proper adherence to best practices 
when performing inspections. 

 

D. Complaint Entry 
Upon completion of an investigation, the inspector will input all information into the 
District’s Access Database – “Complaints 2000.”  This should be performed within 7 days of 
the inspection taking place. 

The inspector shall refer to the District’s data retention policy for direction on what to do 
with the physical complaint form once data has been entered into the Access Database. 

All complaint information should be entered into the District’s database, whether or not a 
field investigation was conducted. 
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ROUTINE INSPECTIONS 

A. Overview 
The NSAQMD permits minor and major sources within its jurisdiction.  To ensure 
compliance with District, state, and federal regulations the District will conduct routine 
inspections of permitted sources.  Most often, though not exclusively, these inspections 
happen on a yearly basis.  Examples of regularly inspected permitted sources: 

• Gas Dispensing Facilities (GDFs) 
• Stationary Source Facilities 
• Title V Facilities 
• Portable Engines 

The District may also conduct unannounced follow-up inspections for determining 
compliance with stipulations of an issued NTC or NOV. 

 

B. Inspection Preparation 
For routine inspections, the District inspector shall coordinate with the appropriate facility 
liaison where the inspection is to take place.  A mutually agreeable time shall be decided 
upon for the inspection.  If possible, the inspector should coordinate having a facility 
supervisor or assigned representative onsite during the inspection process. 

Before the inspection, the NSAQMD inspector should review the facility’s permit conditions 
as well as the appropriate state and federal regulations governing the facility. 

For unannounced follow-up visits, the inspector shall consult the relevant NTC or NOV 
conditions before the inspection. 

 

C. Inspection 
NSAQMD inspectors adhere to best inspection practices as laid out in the California Air 
Resources Board (CARB) class AP109 – Essentials for Air District Inspectors.  Refer to 
“Complaint Procedure, C. Complaint Investigation” for additional details about this 
practice. 

The District uses a Vapor Recovery Inspection Form (Appendix B) for inspections of GDFs.  
The District does not currently have a standardized form for inspections of Stationary 
Source Facilities, Title V Facilities, or Stationary Engines. 
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Upon completion of an inspection, the inspector should upload the appropriate forms and 
any pictures taken at the site to the NSAQMD server.  Portable Engine inspection results, 
where applicable, shall be uploaded to the CARB Portable Equipment Registration Program 
(PERP) online Data Management System.  If no inspection form is present from the 
investigation, or the Stationary Engine inspection is not related to PERP, the inspector shall 
draft a written inspection report. 

All applicable forms, inspection reports, and inspection supplemental material shall be 
uploaded to the District server and/or submitted within 7 days of the inspection taking 
place. 

NOTICE ISSUANCE 

A. Overview 
During an inspection, an NSAQMD inspector may find a facility or individual out-of-
compliance with either District, state, or federal regulations.  In such a case, the inspector 
will issue either an NTC or NOV to the relevant party.  The determination of which notice to 
issue is laid out in this section. 

Additionally, public partner agencies may submit their inspection reports to the NSAQMD.  
If violations of relevant rules can be observed in these inspection reports, the NSAQMD 
may issue an NTC or NOV to the offending party even without an official NSAQMD field 
investigation occurring.  A list of example partner agencies includes: 

• Local, state, or federal fire agencies 
• City or County law enforcement agencies 
• CARB or other local Air District inspection reports 
• County Departments of Environmental Health 

An NTC or NOV shall not be issued without an accompanying NSAQMD or partner agency 
inspection.  A District inspector shall not solely rely on the account of a Complainant when 
determining the issuance of an NTC or NOV.  The only exception to this shall be when 
administrative violations have been observed that do not require inspections.  Examples of 
these administrative violations are as follows: 

• Failure to pay annual permit fees 
• Failure to report annual throughput and operating numbers 
• Failure to report upsets or breakdowns in a facility 
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B. Notice to Comply 
Anytime an inspection results in violations of District, state, or federal regulations, an NTC 
shall be issued to the offending party.  If there is a repeat violation or, at the discretion of 
the inspector and in conference with the APCO, the violation is observed to be severe or 
flagrant in nature, an NOV will be issued instead (See “Section C. Notice of Violation”). 

An NTC will not be issued for minor violations corrected on site.  The inspector will note in 
the inspection report the nature of the deficiency and the corrective actions taken.  
Examples of minor violations are as follows: 

• Smoke nuisance from backyard burn piles 
• Permits not being displayed in public 

Where possible, the District will defer to education non-compliant parties instead of 
administering an enforcement action. 

Some examples of violations that will result in the issuance of an NTC include: 

• Burning of trash or household rubbish 
• Failure to submit source test reports by the required due date 
• Failure to pay yearly permit fees 
• Failure to comply with a permit condition or rule requirement 
• Failure to maintain required records 
• Deficiencies in Vapor Recovery (VR) equipment 
• Nuisance odor or smoke that affects a considerable number of person(s) 
• Failure to adhere to the tenants of a Dust Plan or Asbestos Dust Management Plan 

The District inspector will issue the NTC to the offending party within 14 days of observing 
the violation.  The NTC will explain the nature of the observed violation and will give a 
deadline of 10 days from the send date of the notice for the facility or individual to respond 
to the NTC (an example of an NTC letter can be seen in Appendix C). 

An additional District inspection may be required to ensure the non-compliant party has 
remedied the violations of the NTC within the given timeframe.  If the violations have not 
been remedied within the timeline given, then the inspector will proceed with issuing a 
Notice of Violation (See “Section C. Notice of Violation”). 
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C. Notice of Violation 
For violations that have not been remedied within the given timeframe of an NTC, violations 
of a severe nature, or repeat violations within a given timeframe, the District inspector will 
issue a Notice of Violation to the offending party.  A repeat violation is considered one that 
has occurred previously within the last three years. 

If an NOV is issued, staff shall refer to the Northern Sierra Air Quality Management District 
Mutual Settlement Policy when determining appropriate penalties.  The NOV must include 
a District only “Civil Penalty Determination” that outlines the reasoning behind the civil 
penalty amount that has been levied against the offending party (See Appendix D for an 
NOV example). 

Parties subject to an NOV will be given a 30 day timeline to satisfactorily address the 
findings as laid-out in the NOV and pay the appropriate civil penalty.  If, after 30 days, 
violations are still present or the penalty has not been paid, a second NOV will be issued 
against the offending party.  If the second NOV is not addressed properly within the given 
30 day timeframe, then the violation will be forwarded to District Counsel for further action. 

A District inspection may be required to verify that the violations of an NOV have been 
resolved successfully.  Upon a party sufficiently resolving violations within an NOV and 
paying the associated civil penalty, the District inspector will mail a Resolution Letter to the 
offending party detailing that the NOV has been properly addressed (Appendix E). 

 

TRAINING AND ACKNOWLEDGEMENT 
The NSAQMD shall train their employees on this Compliance Policy and Procedure. 
Employees shall review and sign an acknowledgement of this policy prior to performing 
inspections or responding to complaints.  The acknowledgement form can be found in 
Appendix F of this document.  
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APPENDIX A – COMPLAINT INVESTIGATION FORM 
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APPENDIX B – VAPOR RECOVERY INSPECTION FORM 
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APPENDIX C – NTC LETTER EXAMPLE 
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APPENDIX D – NOV EXAMPLE 
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APPENDIX E – RESOLUTION LETTER EXAMPLE 
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APPENDIX F – TRAINING ACKNOWLEDGEMENT FORM 

 

Northern Sierra Air Quality Management District 

Compliance Policy and Procedure Acknowledgement Form 
 

I acknowledge receipt of this policy and understand that I am bound by its contents: 

 

SIGNATURE  
 

NAME  
 

DATE  
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