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 Chapter 9.5 
 Complaints Against Employees 
    

 
Definitions 
 
Complaint:    A) An allegation of circumstance(s) amounting to a specific act or  

 omission, which if proven true, would amount to employee misconduct. 
   
NOTE:  A disagreement simply over the validity of a criminal arrest, traffic/vehicle 
code citation, or parking violation is not grounds for a personnel complaint.  The 
complainant should be advised this is a matter for adjudication by the court system. 
 
Misconduct: An act or omission by an employee which if proven true would normally 

 result in some form of discipline.  This would include: 
  (1) Violation of a local, state, or federal law 
  (2) Neglect of duty 
  (3) Violation of policy, procedure, rule, or regulation, including  

  standards for customer service and interpersonal behavior. 
  (4) Loss of any license or certification needed to perform job duties. 
 
 
Sources of Complaints/Investigations 
Complaints can come from either an external or internal source; no complaint should 
be eliminated or refused. However, minor complaints between employees should be 
addressed at the lowest supervisory level possible before using the IA process. A 
complaint is an indication of a potential problem or misunderstanding.  
  
The openness of the agency to the acceptance of a complaint is a principle element 
of professionalism and community responsiveness. If the complaint meets the 
elements defined above, the complaint should be accepted from any of the following  
sources: 

A. Individual, aggrieved person 
B. Third party 
C. Governmental agency 
D. Anonymous 
E. Agency initiated 
F. Notice of civil claim 
G. Employee, Officer, or Supervisor.   

 
Investigations may be labeled as one of the following types: 
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A Citizen (includes anonymous) 
B. Employee 
C. Administrative (Supervisory) 

 
Receiving a Complaint 
Complaints may be presented in person, by telephone, in writing, by e-mail, or other 
electronic media. No employee shall attempt to discourage, interfere, or delay an 
individual from making a complaint. Every effort shall be made to facilitate the making 
of the complaint by ensuring that the process is convenient, courteous, and prompt.  
All internal affairs complaints will be thoroughly investigated. 
 
The complaint process must be completed in a manner that ensures the public knows 
employees are held accountable for their conduct. The department will 
simultaneously ensure employees are treated fairly and the facts of the event are 
established. 
 
Acceptance of a Complaint 
When a person indicates they desire to make a complaint, a complaint will be taken. 
A. The complainant shall be immediately referred to the on-duty supervisor. 
B. If a supervisor is not immediately available, the employee receiving the 

complaint shall record as much of the information as possible on an IA 
Complaint Form and advise a supervisor at the earliest opportunity. 

C. When initial complainant contact is with a field unit or communications center: 
 (1) Ensure the complainant is referred directly to the on-duty supervisor 

 even if it necessitates the supervisor responding to the complainant’s 
 location in the field. 

 (2) The complainant should be discouraged from leaving without contact. 
D. When received by mail or electronic means, the complaint will be forwarded by 

the person receiving it to the Commander in charge of the affected division for 
processing.   

E. When the complainant is intoxicated, the complaint shall be accepted. The 
complainant should be re-interviewed after becoming sober.   

F. Complainant(s) shall not initially be required to: 
 (1) Appear in person 
 (2) Make another trip at another time to lodge their complaint 
 (3) Prepare their own complaint form 
 (4) Swear under oath to the truthfulness of their complaint 
 (5) Agree to participate in investigatory techniques such as a polygraph to  
  have their complaint accepted. 
G. Failure by an employee to record an allegation or properly process it in 

accordance with provisions of this policy is considered grounds for discipline. 
H. Allegations against Commanders or Deputy Chief shall go directly to the Chief 

of Police. 
I. Allegations against the Chief of Police shall go directly to the City Manager. 
 
Preparing the IA Complaint Form 
The complaint form uniformly records elements of the complaint and provides the 
employee and complainant with results from the investigation. 
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 Whenever a complaint is accepted, the information shall be recorded by 
the person accepting the complaint. 

 The person making the complaint will be advised of the complaint process. 
The employee receiving the complaint shall thoroughly document the     
allegations. 

 
 
Withdrawal of Complaints 
The cooperation of the complainant is important and desired, but it is not mandatory.  
At times, the complainant may wish to withdraw their complaint. This request cannot 
be refused; however, it is the policy of this agency to continue the investigation as far 
as possible even without the assistance of the complainant. This protects the agency 
from later allegations of intimidation, bureaucratic inertia, and allegations which can 
no longer be satisfactorily investigated or explained due to the passage of time.   
 
When adjudicating complaints which are withdrawn by the complainant, the agency 
will make a distinct notation of that fact beside the final adjudication.  
 
Supervison 
Supervision may order employees to cooperate with an internal investigation.  If this 
is necessary, supervision shall ensure that compelling a statement does not interfere 
with a criminal investigation. (Refer to Lacey Police Guild Contract and Investigation 
Check Sheet). 
 
Preliminary Investigation 
Supervisors shall notify the duty Commander regarding serious allegations. The 
supervisor shall take immediate action to prevent continuation or aggravation of the 
incident that resulted in the complaint. Statements and supporting documents should 
be attached to the complaint at the time it is taken.   
 
A preliminary investigation shall always be conducted when the complaint is made 
contemporaneously with the incident. If any doubt exists whether to conduct a 
preliminary investigation, the investigation should be conducted. In serious, complex 
and/or criminal cases, the division or duty Commander shall be contacted. The 
Commander is responsible for determining who will conduct this phase of the 
process. If a Commander or Deputy Chief cannot be contacted, the supervisor shall 
conduct the preliminary investigation regardless of the allegations. 
 
The preliminary investigation shall include, but is not limited to, the following: 
A. Interview the complainant and any witnesses present or readily available. 
B. Identify all involved parties including police employees. This can be done 

using TCOMM resources, car assignments, employee photographs, and 
immediate physical viewing if the allegation involves an on-duty employee 
within the supervisor's area of assignment. 

C. If warranted by the allegation, obtain photographs and/or chemical tests of 
accused employee. If chemical tests are requested, the investigator shall 
contact a Commander or the Deputy Chief. 

D. Record the personal information of the complainant and witnesses. 
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E. All efforts should be made to obtain recorded statements. A written record of 
the substance of the interviews will be made if not tape recorded.   

F. Ensure any physical evidence is preserved and/or photographed. 
G. If injuries are obvious or alleged, ensure medical treatment is provided.  Ruling 

out injuries of both civilians and employees is also important.  Photographs are 
valuable. Interview hospital personnel while the incident and treatment may be 
fresh in their minds.  Obtain a medical release from the complainant and any 
witnesses who may have been injured or claim injury. 

H. Collect all documents regarding the incident, including CAD printouts and 
radio tapes. 

I. The supervisor conducting the preliminary investigation should indicate on the 
IA Complaint Form the steps they have taken during the preliminary 
investigation stage. 

 
 
Internal Investigations Complaints 
The complaint will be forwarded to the appropriate Division Commander through the 
chain of command. The Division Commander will forward the complaint to the Deputy 
Chief who will determine the method and level of investigation and assign 
appropriate personnel for follow-up. More than one investigator may be assigned 
depending on the complexity of the issue, and management has the right to 
determine the number of investigators or select an outside investigator at their 
discretion. Investigators should be picked who were not involved in the incident or on 
a review board related to the incident.   
 
 
Complaints that require an Internal Affairs investigation: 

A. Use of Force – with actual or alleged injury 
B. Domestic Violence – employee involved 
C. On-duty sexual conduct 
D. Integrity issues 
E. Alleged criminal conduct 
F. Neglect of Duty 

 
Commander Responsibilities 
The Deputy Chief or designee will be responsible for tracking all complaints, 
accidents, pursuits and use of force incidents.  A yearly report of complaints filed, 
with dispositions, will be provided to the Chief. 
 
 
Responsible Individual 
Investigations will normally be processed by the following individuals: 
A. Processing and logging of an Internal Affairs complaint – Administrative 

Commander or Deputy Chief. 
B. Lead Investigator(s) – Personnel and Training Sergeant or other designee as 

needed. 
C.       The investigator will conduct a thorough investigation and forward the       

information to the subject employee’s Commander for a review   and 
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recommended disposition. The completed investigation will be forwarded to 
the Deputy Chief for review. 

D. Final disposition and Discipline (if any) – Chief of Police. 
The Chief has final decision on disposition and discipline.  
 

Employee Notification 
All department policies and the current LPOG/LPMA contract will be adhered to when 
conducting internal affairs investigations. Employees asked to provide a recorded 
statement will be provided the Complaint Form, assuming the complaint does not 
involve illegal activity, which outlines the issues to be investigated prior to being 
questioned. LPOG/LPMA members will be given the Internal Investigation Notification 
form attached to this policy in accordance with existing Collective Bargaining 
Agreements. The form will normally be delivered by their supervisor.   
 
When illegal activity is alleged, the employee will be given every right due any person 
who is suspected of a crime and shall be advised of their Miranda rights. 
 
Duty to Cooperate 
Employees are required to cooperate in all department investigations. When the 
allegation does not involve illegal activity or the statement of the employee will not be 
used as part of a criminal investigation, the employee is required to provide a 
statement and answer questions fully and truthfully. Failure to provide a statement 
and truthfully answer questions when the investigation is not criminal is grounds for 
disciplinary action up to and including termination. 
 
 
Security and Maintenance of Records 
Records and dispositions of all Internal Affairs complaints against the Department 
and its employees will be maintained in a secure area. Such records will only be 
retained as long as state records retention policies require. See also Guild Collective 
Bargaining Agreement, Article 23, Bill of Rights. 
 
Harassment of Complainants 
No employee shall harass, verbally abuse, or threaten anyone who files a complaint 
against that employee or any other Department employee. 
 
Disposition of Complaints 
The Commander will review each allegation and recommend a finding based on a 
"preponderance of the evidence" as the standard of proof from one of the following 
categories: 

 Sustained - The allegation was substantiated. 

 Unfounded - The allegation was false or not factual. 

 Exonerated - The incident occurred, but the employee acted lawfully and properly. 

 Not Sustained - There is insufficient evidence to prove or disprove the allegation. 
 
 
Investigations 
There may be instances where these guidelines are modified, an outside investigator 
is called in, or an outside investigator is used in conjunction with department 



Lacey Police Department                               9.5 

 02/13/2020                                                                                                               

 6 

personnel. Examples would be potential criminal conduct and or situations where the 
personnel involved or investigative requirements necessitate outside resources.  
Situations involving two employees (focus and victim/complainant) may require 
outside assistance and or review. The Chief of Police may authorize these 
occurrences on a case by case basis. 
 
Nothing in this policy is meant to prevent or hinder the interaction between an 
employee and supervisor in the normal day to day operations of their duties, or 
normal corrective action which could develop from job performance type issues.  
These issues could include productivity, safety issues, and/or other items which 
require a supervisor to take corrective action without a formal investigative process. 
 
 
Closing an Investigation 
At the conclusion of IA investigations, the focus employee will meet with their direct 
supervisor who will provide the employee notification in writing of the investigation 
results.  
 
Sustained complaints and resulting discipline may be used for evaluation purposes.  
 
Policy Dissemination 
The internal affairs policy will be included in all policy manuals and will be distributed 
to all employees and volunteers of the Department. 
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IA #________________ 
 

 

 
Nature of Investigation: 
 
Date/Time Received:       Case Number: 

 
Employee Personal Conduct Related     On-Duty     Off-Duty 

 
Source:  Full Name:________________________________________ Phone: 
 
Mailing address:__________________________________________   City:__________________ 
 
DOB/Age:      Sex: 
 
“I,   do    do not wish to disclose the nature of this complaint under Public Disclosure Laws.” 
 

Source signature/initials 

If reporting person is not the victim of alleged misconduct, personal information is optional. 
(Attempt to obtain name, mailing address, phone number, age, race, sex of victim if not same as C/P). 

 
 

Complaint Made:    In Person           By Telephone          Letter           Other: 
 
Alleged policy/procedure violation(s): 
 
LPD Personnel who received the information: 
 
Location of incident: 
 
Date of incident:   Day of incident:   Time of incident: 
 
 

PERSONNEL INVOLVED 
 
1. Name:         Division/Area/Shift: 
 
Notified of complaint by:      Date: 
 
 
2.  Name:         Division/Area/Shift: 
 
Notified of complaint by:      Date: 
 
 
3.  Name:         Division/Area/Shift: 
 
Notified of complaint by:      Date: 
 

LACEY POLICE DEPARTMENT 
INTERNAL AFFAIRS COMPLAINT FORM 
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ALLEGATION 
 
 
 
 
 
 
 
 
 
THIS SECTION TO BE COMPLETED BY THE COMMANDER. 
 
RESOLUTION OPTION SELECTED:   IA    Employee-Supervisor Conference 
 
FOLLOW UP 
 
 
Follow up assigned to:_______________________   Assigned by:_____________________ 
 
 
RESULTS OF FOLLOW UP 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Signature: ________________________  Date: _________________ 
 
 
 

Commander Review: 
______  Materials  Reviewed                            ______  Employees discipline reviewed 
______  Consultation with supervisors              ______  Similar incidents reviewed 
______  Disposition Report if Required 
 
 

  Unfounded   Not Sustained   Referred to: 
 

  Exonerated   Sustained    Other: 
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Recommendation of Discipline:_____________________     Cmdr. Signature:__________________ 
 
 
 

 
DEPUTY CHIEF Review: 
 
Discipline:   No    Yes  If “yes” level of discipline: ____________________________ 
 
Deputy Chief Signature:____________________________ Date: _____________________ 

 
 
 
CHIEF Review: 
 
Discipline:   No    Yes  If “yes” level of discipline: ______________________________ 
 
Chief Signature:______________________________  Date: _____________________ 
 
 
 
 

OFFICER Conference: 
 
 
Officer Conference Conducted:   No    Yes            By Whom:___________________ 
 
Officer Initials:________________________  Date: _____________________ 
 
 
 

 
CITIZEN NOTIFICATION : 
 
Complainant notified?   No    Yes        In person or    By phone/letter 
 
Date:______________  Complainant notified by:__________________________ 
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To:       
 
From:       
 
Date:       
 
Re:  Internal Investigation Notification 
 
You are being advised of the Lacey Police Department’s intention to take a Statement from you in 
reference to an internal investigation. 
 

 Due to the information received at this point, you and/or others have been identified as the 
focus of the investigation.  If policies, procedures or laws have been violated, discipline may 
occur. 

 
Topic:        
 

 You have not been identified as the focus of the investigation and will be questioned as a 
witness. 
 
Topic:        
 
 
 Date of incident:         
 
 Case number reference:        
 
 Date of interview:          Time of Interview:        
 
You are about to be questioned as part of an internal investigation being conducted by the Police 
Department. You are hereby ordered to answer the questions which are put to you which relate to your 
conduct and/or job performance and to cooperate with this investigation. Your failure to cooperate with 
this investigation can be the subject of disciplinary action in and of itself, including dismissal. The 
statements you make or evidence gained as a result of this required cooperation may be used for 
administrative purposes but will not be used or introduced into evidence in a criminal proceeding other 
than a Federal civil rights violations action. 
 
You are required by policy to answer questions fully and truthfully in all investigations. You are ordered 
not to discuss this investigation with anyone other than your Guild representative or attorney. You 
have the right to have a Guild representative and/or attorney present, although they may not interfere 
with the interview or questioning. The representative may ask questions and request clarification of a 
question(s) if necessary. Although the topic(s) to be discussed are noted, the investigator is not 
restricted to those topics if other issues arise during questioning. 
 
Please acknowledge receipt of this notification and return this form to me as soon as possible. If you 
have any questions or cannot make this date and time, please contact me immediately. 
 
 
_____________________________  ______________________ 
Employee Signature     Date 

 
*Employees have 48 hours to prepare for a statement. 
 
I herby waive the 48-hour waiting period:  Initials______________ Date: ________________ 

 
 

 


