Human Resource Management

Human Resource Management Investigations Policy 7-12

Policy

Documentation

Confidentiality

The Department of Children and Families’ Human Resource (HR)
Management shall investigate all allegations of employee misconduct that
may result in a violation of agency or state policy or regulation or
performance issues that may result in disciplinary action. Investigations
shall take into account the rights of the employee against whom the
allegations have been raised and shall be conducted in a professional,
courteous and respectful manner.

All documents created during an HR investigation shall be maintained in
an investigatory file. The only document that may be retained in the
employee’s personnel file is the final notice of discipline or a document
that serves as the disciplinary notice.

Documents and information regarding investigations shall remain
confidential to the extent possible. To this end, any employee involved in
the investigatory process shall be advised that he or she may not discuss
the investigation or the allegations while the investigation is pending.
Any employee who violates this expectation may be disciplined for such
violation.

Only those employees who are identified as having information relevant to
the allegations being investigated will be interviewed in connection with
the investigation. Persons interviewed in connection with an investigation
shall only be given information regarding the allegation to the extent that
such information is needed for that person to participate meaningfully in
the process.

Upon conclusion of an investigation in which disciplinary action is
imposed, management and supervisory staff in the employee’s chain of
command shall be provided with a copy of the disciplinary action in order
to appropriately document the issue in the employee’s performance
evaluation and to provide appropriate guidance and supervision.

Note: Investigatory and disciplinary documents may be required to be
released pursuant to the Freedom of Information Act, a court order or
other legal process.
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