7B.8.5

R. 12/1/04

INVESTIGATIONS INVOLVING CABINET EMPLOYEES

COA STANDARDS:

· S10—Child Protective Services

LEGAL AUTHORITY:

· NA

PROCEDURE:

1. The SSW immediately submits the DPP-115, Confidential Suspected Abuse/Neglect, Dependency or Exploitation Reporting Form to SRA or designee, through supervisory channels, within one (1) hour of receipt. (Link to Specialized Investigation Fax Coversheet)
2. In the event the employee’s workstation is located in a different region from where the alleged incident occurred, the SRA or designee immediately notifies the SRA where the employee’s workstation is located.

3. If the alleged incident occurred in the same region where the employee’s workstation is located, the SRA assigns the investigation or assessment to another region, or may request that the Commissioner’s Office assign the investigation. The region where the incident occurred, however, may be called upon to assist, if necessary, for the immediate protection of the alleged victim(s). The investigating region is responsible for all notifications.

4. The SRA or designee contacts the DCBS Commissioner’s Office within one (1) hour of notice, and documents such contact on the DPP-115, Confidential Suspected Abuse/Neglect, Dependency or Exploitation Reporting Form. 

5. The SRA of the region assigned to investigate, in consultation with the FSOS, determines the SSW to be assigned to conduct the investigation or assessment. The SSW assigned is to be an experienced investigator with skills and knowledge related to the specific allegation(s). Access to the case is controlled. 

6. The SSW notifies the alleged perpetrator subject to an investigation of the allegations during the initial face-to-face contact with the alleged perpetrator by:

(a) Verbally informing the alleged perpetrator of the basic allegations, void of any specifics that may compromise the investigation;

(b) Verbally informing the alleged perpetrator that they will be provided notification of the findings upon completion of the investigation;

(c) Providing the alleged perpetrator a copy of the DPP-155, Request for Appeal of Child Abuse or Neglect Investigative Finding explaining the alleged perpetrators rights to appeal a substantiated finding; and

(d) Documenting the verbal notification of the allegations in the service recording of TWIST.

7. The investigating SSW follows guidelines for Determination of Findings.

8. The SRA or designee immediately arranges for the employee to be assigned to duties other than direct case responsibility until otherwise advised by the Appointing Authority. The SRA makes certain that a plan exists for any necessary coverage of the employees work duties without disclosure of confidential information.

9. The Appointing Authority, after consultation with the SRA, determines, whether the employee can resume direct case responsibility or whether the employee will be placed on temporary reassignment or administrative leave pending the finding of the investigation or assessment. The SRA or designee notifies the Commissioner’s Office of the decision to reassign the employee pending the investigation.

10. The FSOS of the assigned SSW provides written updates to the Commissioner or designee, and SRA on the progress of the investigation or assessment on a weekly basis.

11. If the worker is unable to complete the investigation or assessment within the thirty (30) working day timeframe, the SSW and FSOS may request an extension from the SRA or designee. If an extension is granted the Commissioner’s office must be immediately notified by the SRA.

12. The confidentiality of the investigation and assessment is protected and maintained on behalf of the alleged victim(s), employee, employee’s spouse, partner or other person(s) residing in the employee’s home. Only those employees with a legitimate interest in the investigation or assessment are allowed access to the information. When the investigative SSW assigned the case conducts interviews or meetings with the employee subject to an investigation, the location selected for such interviews/meetings should not breach the confidentiality of the employee. The investigative SSW consults with the employee subject to an investigation, concerning the location of any interviews or meetings in order to maintain the employee’s confidentiality.

13. Upon completion of the investigation or assessment, the FSOS submits the CQA to the Commissioner or designee for final approval. The SSW sends notification of a substantiated or unsubstantiated finding involving a Cabinet employee, only after final approval of the CQA by the Commissioner or designee. The SSW does not notify the alleged perpetrator or the victim’s parent(s) or guardian of any findings until final approval of the CQA by the Commissioner or designee.

14. The SSW follows procedures outlined in SOP 7B.8 Specialized Investigations Process Overview when sending notification of a substantiated or unsubstantiated findings to the:

(a) Alleged perpetrator (sent to each perpetrator via Certified, Restricted Mail, along with the DPP-155, Request for Appeal of Child Abuse or Neglect Investigative Finding when the finding is substantiated); and 

(b) Parent or guardian. 

15. If the allegation is substantiated against the employee (perpetrator), the FSOS submits a memorandum (through supervisory channels) to the Appointing Authority setting forth a summary of the allegations and findings, and attaches the CQA for review. The Appointing Authority, in consultation with the Commissioner and SRA, reviews the investigation or assessment to determine if disciplinary or other personnel action is appropriate.

16. The SRA of the employee’s service region of residence, in consultation with the Commissioner’s Office, determines whether ongoing services for the employee, the employee’s spouse, partner or household member will be provided by another county within the region, or whether the case is to be referred to another region for such services.

(Link to Tip Sheet for Employee Investigations)

