PLACER COUNTY SHERIFF’S OFFICE
GENERAL ORDERS
COND 8

TITLE:

PERSONNEL INVESTIGATION

EFFECTIVE:

06/01/2018

I.

ADDENDUM A

PURPOSE
This Order describes the guidelines applicable to Sheriff’s Office personnel investigations and
complies with provisions of Chapter 9.7, Section 3300 et. seq. of the Government Code (Public
Safety Officers Procedural Bill of Rights) as now exists and hereinafter may be amended.

II.

POLICY
The integrity and reputation of the Placer County Sheriff's Office depends on the manner in which
all members of this agency perform their varied duties and service obligations to the public. The
performance of these duties and services include all manners of contacts and relationships with
the public and other employees, both on and off-duty.
Investigations into allegations of misconduct by Sheriff’s Office members will be conducted in a
legal, timely, reasonable and consistent manner. These investigations will not be delayed or held
in suspension due to pending criminal or civil charges.

III.

SHERIFF’S OFFICE AUTHORITY AND RESPONSIBILITY
The responsibility of the Sheriff’s Office is to ensure that such investigations are conducted in a
prompt manner conducive to good order and discipline, while observing and protecting the
individual constitutional rights of all Sheriff’s Office employees.

IV.

RECEIVING CITIZEN COMPLAINTS
Complaints will be accepted in any form. They will be taken in person, by telephone, in writing,
third party or from anonymous complainants. At some point the complainant’s statement must
be written and signed using the State required complaint form. Inmates in the care of a Sheriff’s
correctional facility may use the inmate grievance procedure to file a complaint against staff or
Sheriff’s Office policy.
The purpose for this reporting system is to encourage citizens and Sheriff’s Office members to
report their grievances to Sheriff's management. Only then can these complaints be
documented, investigated and reviewed.
The manner in which complaints are accepted by Sheriff's personnel is vital. The objective is to
demonstrate credibility and responsiveness while assuring citizens that their alleged grievances
are welcomed and will be taken seriously.
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Sheriff’s Office personnel need to be practiced, impartial listeners and avoid providing retorts or
excuses. Many complaints or inquiries may be satisfactorily resolved during this initial contact
simply by employing patience, understanding and empathy toward the complainant.
Department members are encouraged to try and resolve minor issues not involving misconduct,
ethical violations or policy violations.
A.

Verification: When receiving a complaint, the investigator will determine if Sheriff’s
Office personnel are involved. If members are not involved, the citizen will be referred
to the proper agency. If the complaint involves an in-progress field situation, the
involved Sheriff’s Office employee’s supervisor will be notified immediately.

B.

Categories of Complaints/Inquiries: The nature of a complaint against a Sheriff’s Office
member will fall into one of four categories:

C.

1.

Inquiry: An allegation involving minor transgressions on the part of a
Department member may be handled informally by bringing the matter to the
attention of the chain of command and his/her immediate supervisor at the
Complainant's request. In choosing this process the Complainant agrees not to
proceed with a formal misconduct complaint. The utilization of this process
does not imply that the subject officer has in fact committed the transgression
as described by the citizen complaint. When an inquiry is utilized, an Inquiry
entry will be entered into BlueTeam and forwarded to the Sheriff’s or
Undersheriff’s office.

2.

Policy Complaint: A complaint which pertains to an established policy, properly
employed by a Sheriff’s Office member, which the complainant understands but
believes is inappropriate or not valid. Complaints of this type will be entered into
BlueTeam as an Inquiry.

3.

Citizen Complaint: The allegation amounts to a violation of the law or of the
Sheriff’s Office policies, procedures, rules or regulations, which, if true, would
normally result in disciplinary action. This type of complaint is requested by a
citizen wishing to proceed with a formal misconduct complaint. Complaints of
this type will be entered into BlueTeam as a Citizen Complaint.

4.

Misconduct Complaint: The allegation amounts to a violation of the law or of
the Sheriff’s Office policies, procedures, rules or regulations, which, if true,
would normally result in disciplinary action. This type of complaint is internally
initiated by the Sheriff’s Office. Complaints of this type will be entered into
BlueTeam as an Administrative Investigation.

Resolution of Inquiries: Supervisors handling inquiries wherein the person requests no
further action against a member of the Sheriff’s Office will nevertheless enter the Inquiry
into BlueTeam and forward it to the member's Division Commander and then forward
to the Sheriff/Undersheriff. All appropriate identifying information about the person and
the facts involved in the incident causing the inquiry will be reviewed by the supervisor
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resolving the issue. Nothing in this section shall be construed as to prevent the reopening of the matter by the Sheriff’s Office for further investigation.
D.

Documentation: The Placer County Sheriff’s Office employs IAPro and its BlueTeam
interface software as the database for the documentation of its personnel investigation
function. All inquiries, policy complaints and citizen complaints will be documented in
BlueTeam and subsequently in IAPro, regardless of the type. Administrative
Investigations will be entered directly into IAPro. Investigator's notes and materials
developed during the initial contact will be retained, including policy complaints. Notes
regarding a policy complaint will be retained by the investigator for a period of one year.
All internal affairs interviews of Sheriff’s Office employees shall be recorded.
Witness interviews involving misconduct and policy complaints will be recorded.
However, this should only be done with the person's knowledge. Since these
investigations are administrative in nature, covertly recording conversations is not
allowed.
When citizens decline to be recorded or are unavailable for an interview, a brief written
statement of the incident about which they are complaining is recommended. The
alternative is to conduct the interview orally and compile detailed notes.
When appropriate, evidence should be gathered during the initial receipt of the
complaint. Photos should be taken of injuries or damaged property. Medical releases
should also be obtained at this time, which allow investigators access to copies of
complainant's medical reports.
Occasionally situations arise in which complaining parties have visible injuries but are
not able to come to the Sheriff's Office. They may be at home incapacitated, or be in the
hospital, or in jail. In these situations it may be necessary to go to the complainant as
soon as practical to photograph injuries.

V.

INVESTIGATION GUIDELINES
The administrative investigation of a Sheriff’s Office member's conduct must be completed in a
fair and impartial manner. If it is not, the organization will be criticized by citizens, government
officials and agency members.
A.

Case Management: Misconduct and policy complaints will generally be investigated by
specially trained supervisors familiar with administrative policies and procedures or by
members of the Professional Standards Unit. When necessary, these supervisors will be
detached from their usual normal duties to conduct these investigations in a timely,
legal, reasonable and consistent fashion.
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The Undersheriff’s Office will maintain a case file assignment log within IAPro,
documenting the date assigned, investigator, file number, subject officer's name, and
date completed.
B.

Review Process: Once a misconduct or policy complaint is received, it must be reviewed
by the Undersheriff. The Undersheriff will then assign the complaint for formal
investigation.
Cases involving allegations of criminal conduct will first be investigated as criminal
matters. Internal Affairs investigators will conduct concurrent investigations and obtain
copies of all criminal reports for use in the Administrative investigation. An
administrative investigation will be conducted concurrently with the investigation filed
with the District Attorney’s Office or other agency. The administrative investigation will
include an examination of the complete criminal investigation, physical evidence,
Coroner's report (if applicable), policy review, and tactics employed.
For the integrity of the administrative process, it is imperative that protected
information does not flow from Internal Affairs to the criminal investigation.

C.

Timeliness: Internal Affairs investigations must be completed in a timely manner. In
most cases, ninety (90) days is sufficient from the date the complaint is received, to when
the complaint is closed and notifications made. When circumstances exist that require
additional time to conduct a thorough investigation, written updates to the Undersheriff
will be required, to include reasons for the delay and an anticipated completion date.

D.

Investigative Report Format: An Internal Affairs investigation will be reported utilizing
the following format:
1.
2.
3.
4.
5.
6.

Background
Investigation
Applicable Authorities
Analysis
Findings (to be completed by higher authority, other than investigator)
Recommendations (to be completed by higher authority, other than
investigator)

E.

Investigative Steps: Internal Affairs investigators must prioritize their tasks in order to
conduct a thorough and timely investigation. Investigations will be conducted in
accordance with the law and the Placer County Sheriff’s Office Administrative
Investigation Manual. The legal civil standard is a preponderance of the evidence in
administrative investigations.

F.

Notification: When the Internal Affairs investigator is prepared to interview the involved
Sheriff’s Office member, an Administrative Investigation Advisement will be completed
and sent to the member. A copy will also be sent to the member's chain of command.
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Conducting the Administrative Interview: Planned, formal interviews of Sheriff’s Office
members will be recorded. The recording device will be kept in open view. Recordings
will be labeled and retained as part of the Administrative Investigation.
If the member is a sworn officer, they will be advised that the rights afforded them by
the California Government Code, Sections 3300 through 3311 are in effect. These rights
will also be afforded to all non-sworn members of the Placer County Sheriff’s Office.
If there is a possibility that the member's conduct is criminal in nature, they will first be
given the Sheriff’s Office approved Miranda warning. Should the member invoke his/her
Miranda Rights, they shall be read the Lybarger Admonishment using the Department
form. When there is no alleged criminal conduct, the Miranda warning and Lybarger
Admonishment are not necessary, unless the Sheriff’s Office member refuses to answer
any questions.

H.

Representation at Interviews: The role of an employee representative or attorney
during the interview process is to "elicit favorable facts" according to the California
Supreme Court. The employee's representative is allowed to do more than just observe
the interview.
However, the employee must answer the investigator's questions and the employee can
be disciplined for refusing to answer questions.

I.

Providing Notes/Reports Prior to Interview: Sworn Sheriff’s Office members or their
legal representatives frequently request copies of all notes or reports prior to the
interview, citing Government Code Section 3303(G).
Also per Government Code Section 3303(G), the Internal Affairs investigator is allowed
to withhold information that the Sheriff’s Office deems confidential.
In the interest of conducting an unbiased investigation, statements of complainants,
witnesses, evidence collected, and investigator's notes and reports are deemed
confidential and will not be provided prior to the interview. Information that may be
provided prior to the interview include crime reports of the incident, activity reports and
communications tapes, if they are available. These items may aid in the member's recall
of the incident and provide for a more accurate statement.

J.

Case Folder: All formal misconduct investigations will be maintained in IA PRO. The file
will be maintained by the assigned investigator as long as the case remains open and the
following items will be included as attachments:
1.
2.
3.
4.

All original investigative reports.
All original documents/photographs.
All original administrative correspondence.
Case activity, noting the dates of each activity conducted by the investigator.
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These items will be retained and safeguarded by the case investigator. Upon completion,
the case file will remain in IA Pro and copies of the investigation will only be distributed
to the Personnel Department and County personnel.
VI.

ADMINISTRATIVE REVIEW OF COMPLAINTS
Findings and recommendations involving formal misconduct and policy complaints will be
approved by the Undersheriff. Findings and recommendations for misconduct investigations not
routed to the Division Commander will be designated by the Undersheriff.
A.

Internal Affairs Findings: In addition to the finding, the Division Commander shall enter
one of the following dispositions for purposes of internal record-keeping and statistical
display:
1.

Unfounded: The investigation conclusively proved that the act, or acts,
complained of did not occur, or the member(s) named in the complaint were
not involved in the alleged misconduct.

2.

Exonerated: The act(s) which provided the basis for the complaint occurred;
however, the investigation revealed that such act(s) were justified, lawful, and
proper.

3.

Not Sustained: The investigation failed to clearly prove or disprove, by a
preponderance of the evidence, the allegation(s) made in the complaint.

4.

Sustained: The investigation disclosed sufficient evidence to prove the
allegation(s) made in the complaint.

5.

Frivolous: The complaint is totally and completely without merit or for the sole
purpose of harassing an opposing party.

Immediately after completion of the investigation, the written report and case file, if
appropriate, shall be reviewed by the Undersheriff. He shall make the final
determination whether any or all of the allegations of the complaint are sustained or not
sustained.
B.

Disciplinary Notifications: Once approved by the Sheriff, disciplinary action will proceed.
Informal discipline consisting of training, informal counseling, documented oral
counseling, and letters of reprimand can be imposed immediately.
Formal discipline consisting of suspension, demotion, reduction of pay, disciplinary
transfer or termination require due process and administrative appeals.
In cases involving discipline, a Notice of Proposed Action will be prepared and served.
The member will be provided with a complete copy of the administrative investigation
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and a proof of service verification will be completed by the employee’s chain of
command.
After the administrative appeal process is completed, a final recommendation will be
approved by the Sheriff and an Order of Discipline will be prepared and served to the
involved employee. This Order of Discipline will designate the level of discipline and how
the discipline will be imposed.
Both the Notice of Proposed Action and the Order of Discipline will be prepared by the
Undersheriff. In cases involving a suspension greater than three days, the Notice of
Proposed Action and Order of Discipline will be routed to Personnel Review Committee
and County Counsel for final review prior to service.
The effected member's chain of command will be notified by the Undersheriff upon
service of the Order of Discipline, in order to coordinate/schedule dates of suspension,
for purposes of orderly staffing and planning.
C.

VII.

Closing Complaints: When the findings and recommendations are implemented by the
Sheriff, the misconduct investigation is closed. Appropriate notifications will then be
prepared by the Undersheriff and sent to the Sheriff’s Office member and his/her
supervisors (Lieutenant, Captain). The date that these closing notifications are sent will
be recorded in the file.
1.

Complainant Notice: The Undersheriff will notify the complainant, by mail, of
the final disposition of the case within 30 days of its conclusion. The
complainant will be advised only of the disposition of the case (exonerated,
sustained, not-sustained, unfounded, or frivolous).

2.

Employee Notice: A notice of completed Internal Affairs Complaint will be
completed by the Undersheriff and copies routed to the Sheriff’s Office
employee and his/her Division Commander. This notice will identify the
allegation, findings and complaint number. Employees are encouraged to
contact the Undersheriff and discuss the incident or review the investigation.

ADMINISTRATIVE PROCESS
A.

Access to Internal Affairs Records: Only those members of the Sheriff’s Office
authorized by the Sheriff will be allowed access to Internal Affairs records. The following
personnel are authorized access to a member's Internal Affairs records, with the
indicated limitations:
1.

The Member: Members may review their own Internal Affairs records by
appointment with the secretary to the Undersheriff. Members may prepare
brief notes, but will not be allowed to photocopy or remove any documentation
from the file.
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2.

The Member’s Supervisors: Any supervisor in the involved member's direct
chain of command may review the subordinate's Internal Affairs records when
such review pertains to a Sheriff’s Office function, goal, assignment or
responsibility.

3.

Internal Testing: A supervisor of a unit or section administering an internal
testing process to fill a position in that unit or section may review the Internal
Affairs records of any member making a request for the assignment.

4.

Internal Affairs Records: Any member assigned to the Sheriff’s Professional
Standards Unit or the assigned Internal Affairs Investigator may review another
member's Internal Affairs records for the purpose of effectively completing an
internal investigation.

5.

Outside Requests: Any requests to review a member's Internal Affairs records
by an outside agency must be approved by County Counsel in accordance with
California Penal Code Section 832.7, California Evidence Code Section 1043, or
pursuant to a Federal court order.

Inquiry Log: A log will be maintained by the Undersheriff's secretary listing the name,
date and reason for reviewing a member's file. The Sheriff or Undersheriff will ensure
that the Sheriff’s Office member reviewing the file is authorized to do so.
Contacts by telephone will also be noted on this log. The only information provided by
telephone will be whether or not misconduct investigations exist for review.

C.

Chemical Tests: When appropriate, as part of a misconduct investigation, Internal
Affairs investigators can require an employee to submit to a chemical test(s). Options
for chemical tests are breath, urine, or blood.
A written analysis will be requested from the laboratory, explaining the test results. This
report will become part of the administrative investigation.

D.

Civil Service: When discipline resulting from an internal affairs investigation is appealed
by a member to the Civil Service Commission, the Division Commander or designee is
responsible for the following:
1.
2.
3.
4.
5.

E.

Reviewing the case with County Counsel.
Coordinating the appearance of witnesses.
Subpoena service as required.
Presenting the original case file and evidence at the hearing.
Presenting a professional, unbiased attitude and appearance at the hearing.

Fitness for Duty Evaluation: When a Sheriff’s Office member has been relieved from
duty for medical reasons, a fitness for duty evaluation may be conducted at the direction
of the Sheriff or Undersheriff.
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The evaluations should only be undertaken where there are severe job related medical
factors. These medical evaluations must be coordinated with County Counsel and the
County Medical Director.
The evaluations are confidential medical information and will not become a part of any
disciplinary file. The evaluation results will be sent to the Sheriff.
In the event that a member refuses to submit to a fitness for duty evaluation, the Sheriff
or Undersheriff may officially order the member to undergo the evaluation. A continued
refusal can then be treated as a violation of a direct order and a disciplinary investigation
can be instituted.
F.

Periodic Review: Division Commanders will periodically review early intervention data,
performance evaluations, Internal Affairs records, disciplinary actions, vehicle accident
history, and procedural questions involving the members under their command in an
effort to identify these trends or patterns in a timely manner.

G.

Searches: Administrative searches will be conducted in accordance with California
Government Code, Section 3309.
In cases where there is doubt as to whether a particular search would be permissible
without a search warrant or valid consent, County Counsel will be contacted for advice.

H.

VIII.

Skelly Hearing: The Skelly hearing is an administrative appeal process available to the
Sheriff’s Office member, prior to the issuance of disciplinary discipline.

CONFIDENTIALITY
Except as provided in these procedures, records of complaints and investigations conducted by
the Sheriff’s Office shall be confidential to the extent allowed by law.

IX.

MAINTENANCE OF INTERNAL AFFAIRS RECORDS
A.

Investigative reports, writings and files of every citizen complaint shall be retained by
the Placer County Sheriff's Office per the below records retention schedule after a
disposition has been rendered. These records shall be maintained by the Sheriff's Office
and shall remain confidential.
1. Records Retention Schedule
ITEM

LENGTH

Procedural Questions

6 years
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Citizen Complaints

6 years

Agency-Initiated Complaints

6 years

Officer-Involved Shootings

20 years

County Vehicle Traffic Accidents

3 years

Documented Oral Counseling:
year

B.

C.

D.

X.

1

All Internal Affairs records may be purged after the retention level has been reached,
unless designated otherwise by the Sheriff or Undersheriff or under the following
conditions:
1.

Records of complaints that are subject to civil litigation or criminal proceedings
shall be retained until final adjudication of the matter.

2.

Records of complaints resulting in employee termination or resignation in lieu
of termination shall be permanently maintained.

3.

The Sheriff shall have the authority to retain for a period longer than two years
any case file or records not otherwise provided for in this procedure.

Every sustained case which has resulted in a letter of reprimand, suspension, loss of pay,
demotion in rank, or termination, shall require a written explanation of the disciplinary
action taken to be placed in the employee's personnel file. The retention of these
disciplinary action letters shall not be affected by the destruction of the investigative files
and records. Disciplinary action in the form of suspension, loss of pay, demotion in rank,
or termination becomes a permanent part of the affected employee’s personnel file.
Documented verbal counseling or letters of reprimand become a part of the affected
employee’s personnel file, but an employee may petition the Undersheriff after one year
for removal of these adverse comments.
Employee(s) accused of misconduct shall be notified immediately after the file
destruction that internal investigative records have been purged.

SEVERABILITY
If any section, subsection, sentence, clause, phrase, or portion of this Order or any additions or
amendments thereto, or the application thereof to any person, if for any reason are held to be
invalid or unconstitutional by the decision of any court of competent jurisdiction, such decision
shall not affect the validity of the remaining portions of this Order, or its application to other
persons.
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