	FOR YOUR INFORMATION



	FYI
FYI
FYI
FYI
FYI
FYI
FYI
FYI
FYI
FYI

	

	
	Issue
	13-12
	Date:
	06/21/13
	

	

	LOS ANGELES COUNTY

DEPARTMENT OF CHILDREN AND FAMILY SERVICES

INTERNAL AFFAIRS 
Internal Affairs is part of the Risk Management Division and is responsible for conducting investigations regarding employee misconduct that may impact the Department’s goals of child safety, permanency and access to effective and caring services.  Examples of cases that Internal Affairs investigates include but are not limited to:  Child fatalities/critical incidents, alleged violations of policy and/or procedure; abuse of position and/or authority; and failure to provide mandated services to clients.

Investigative interviews

A key component of the Internal Affairs investigation is the interview of individuals who have/may have knowledge of the situation being investigated.  While these interviews were previously recorded by the preparation of written declarations, Internal Affairs will now be recording the interviews with the use of a digital recorder.  This change is consistent with the current practice of the County Auditor/Controller, Office of County Investigations (OCI), County Equity Oversight Panel (CEOP), as well as many other county departments.
At the time it is determined which employees need to be interviewed, written notification will be sent to the Office Head as well as to the individual employee.  This notification will include the following:

· Instructions for the employee to contact Internal Affairs to schedule the interview, including the right to bring a representative to the interview, and the right to bring his/her own recording device.

· Information regarding the employee’s obligation to cooperate with the investigation (see below).

· Information regarding what the employee can expect during the interview.

· Instructions on how to request a copy of the recording, which can be provided at the conclusion of the investigation.

· Information regarding the disposition/retention of the investigative file (including the recording).

The length of an interview cannot be determined in advance, however, any reasonable request for breaks will be accommodated, as will a perceived need to stop and resume the interview on the next available business day.  The tape recorder will be stopped during the breaks and resumed at the time the investigative interview is resumed.  Internal Affairs will make reasonable accommodations pursuant to the Americans with Disabilities Act of 1990 and the California Fair Employment and Housing Act.

During the investigative interview, it is the employee’s responsibility to answer questions and cooperate with the investigation.  If the investigation reveals serious concerns regarding the employee’s performance, immediate consultation is sought with the Senior Deputy Director, the Office Head and Performance Management.
The investigative report, including the recorded tape and any attachments are maintained in the Internal Affairs files for 10 years.  In the event, that an employee requests to document that they are being ordered to cooperate in an administrative investigation, and therefore their statements cannot be used against them in any subsequent criminal proceeding, Internal Affairs will provide them with an Administrative Rights Form for review and signature.
Any reference to the roles and responsibilities of employees concerning their cooperation with administrative investigations is based upon the policies/procedures/regulations contained in the following:

· Los Angeles County Department of Human Resources POLICIES, PROCEDURES, AND GUIDELINES, number 910, entitled EMPLOYEES’ COOPERATION IN THE ADMINISTRATIVE INVESTIGATION PROCESS, dated March 1, 2011
· Los Angeles County BOARD OF SUPERVISORS POLICY MANUAL, number 9.040, entitled Investigations Of Possible Criminal Activity Within County Government, dated 09/08/81
· Los Angeles County DCFS Personnel Manual

·     Los Angeles County Department of Human Resources Class Specification concerning the duties/functions for each respective item
If you have any questions or need additional information regarding this document, please contact:

Laura Shotzbarger, CSA III

(213) 738-2731
Attachments:

Sample Employee Notification Letter

Administrative Rights Form




