















































































































































































































































Nevada Department of Corrections
Office of the Inspector General
Administrative Investigations Guide
SUMMARY:

ALLEGATION 1
Department complaint alleging [enter name and position of staff member here] engaged in
[enter main category] when [described action of employee/accused staff member that

depict behavior leading to the allegation].

Repeat allegations as appropriate and alleged to include any that are developed during the
investigation.
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INTERVIEWED LIST
NAME OF DATE/TIME REC ggg}{:‘g PAGE
INTERVIEWED INTERVIEWED | “\vseranpsion | NUMBER

Last Name, first name
Job title
Work assignment

sort table so that it is in
alphabetical order
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INVESTIGATION

THIS AREA IS FOR THE INTERVIEWS OF THE WITNESSES AND ACCUSED.
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INVESTIGATOR NOTES

1. Remember notes should not include opinions of the investigating staff, but should
include comments made by witnesses and/or accused that could be of interest;
Notes should include information from regulations, procedures and any known or
perceived variances from those;

Notes should be items of information that the adjudicator and/or person of
concurrence should want or need to know.
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ADDENDA

1. Remember all referenced Addenda items should be assembled and numbered in order of
reference in the report. Mark each page of an Addenda item in its lower right corner with
ADDENDUM sequence #. When the item is multi-paged, also sequence each page. From the
example above, it would read in the lower right comer ADDENDUM 1 Page 1 of 2,
ADDENDUM 1 Page 2 of 2.

Revised September 2013
-85-




Nevada Department of Corrections
Office of the Inspector General
Administrative Investigations Guide
Forms for use during and in conjunction with an Administrative Investigation
The forms are not present necessarily in order of use during an investigation

Administrative Notice of Interview- PEACE OFFICER

STATE OF NEVADA
DEPARTMENT OF CORRECTIONS
NOTICE OF INTERROGATION/INTERVIEW
ADMINISTRATIVE INVESTIGATION

Peace Officer
TO:

FROM: , IG’s Office
DATE:

This is to advise you that you are the subject of an intemal administrative investigation that could result in
punitive action being taken against you. While investigators gather the facts concerning the allegations against
you, be assured that every reasonable effort will be made to conduct the investigation in a neutral, fair,
impartial, and timely manner. Your full cooperation is requested and expected. This investigation is based upon
one or more allegations of improper conduct or activity that has been received by this office. Nothing in this
process shall abridge any rights guaranteed by the Constitution of the United States or any other applicable law
or regulation.

Pursuant to State law, (NRS 289.060) you have the right to have two representatives of your choosing present
during any phase of an interrogation or hearing relating to the investigation including without limitation, a
lawyer, a representative of a labor union or another peace officer only, when you are questioned regarding
this/these allegations. You have up to 48 hours to obtain a lawyer or other authorized representative, if you so
choose. However, the representative must not be a person connected to or named as a subject or witness to the
investigation.

It is alleged that you engaged in

This matter has been assigned for investigation by Inspector General Pamela K. Del Porto who is in charge of
the investigation. You are directed to make yourself available for interview on <DATE> at <TIME>. The
interview will be conducted by < ASSIGNED INVESTGATOR> and <ANY ADDITIONAL PEOPLE
WHO WILL BE IN THE ROOM>. The interview will be held at <LOCATION>. You are expected to
provide candid and truthful information during the interview. Providing false or misleading statements to the
interviewer is a separate violation that could result in additional disciplinary action, including termination.

This is an official investigation being conducted by the Department of Corrections. All matters are strictly
confidential. In order to protect your confidentiality, the rights of other employees and involved persons, and
the integrity of the investigation, you are hereby directed not to participate in the dissemination/discussion of
any information based on this investigative process. In addition, you will exclude yourself from any form of
communication with others regarding this investigation. Information shared with your representative s
excluded from this directive. Any violation of this confidentiality directive or attempts to influence any witness
or victim is a separate violation that could result in additional disciplinary action, including termination.

() I waive my right to have an attorney/representative present.

Revised September 2013
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() I'wish to have represent me during this interview.

Any information that a representative obtains from the peace officer who is the subject of the
investigation is confidential and must not be disclosed, except under the prescribed mandated
circumstances outlined in NRS 289.080.
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Forms for use during and in conjunction with an Administrative Investigation
The forms are not present necessarily in order of use during an investigation

Administrative Notice of Interview- Non Peace Officer

STATE OF NEVADA
DEPARTMENT OF CORRECTIONS
NOTICE OF INTERROGATION/INTERVIEW
ADMINISTRATIVE INVESTIGATION

Non Peace Officer
TO:

FROM: , IG’s Office
DATE:

This is to advise you that you are the subject of an internal administrative investigation that could result in
punitive action being taken against you. While investigators gather the facts concerning the allegations against
you, be assured that every reasonable effort will be made to conduct the investigation in a neutral, fair,
impartial, and timely manner. Your full cooperation is requested and expected. This investigation is based upon
one or more allegations of improper conduct or activity that has been received by this office. Nothing in this
process shall abridge any rights guaranteed by the Constitution of the United States or any other applicable law
or regulation.

Pursuant to State law, (NRS 284.387) you have the right to have two representatives of your choosing,
including but not limited to a lawyer or other representative, at any time during questioning relating to the
investigation about this/these allegations. You have not less than up to two business days (non-peace officer)
to obtain a lawyer or other authorized representative, if you so choose. However, the representative must not
be a person connected to or named as a subject or witness of the investigation.

It is alleged that you engaged in

This matter has been assigned for investigation by Inspector General Pamela K. Del Porto who is in charge of
the investigation. You are directed to make yourself available for interview on <DATE> at <TIME>. The
interview will be conducted by < ASSIGNED INVESTGATOR> and <ANY ADDITIONAL PEOPLE
WHO WILL BE IN THE ROOM>. The interview will be held at <LOCATION>. You are expected to
provide candid and truthful information during the interview. Providing false or misleading statements to the
interviewer is a separate violation that could result in additional disciplinary action, including termination.

This is an official investigation being conducted by the Department of Corrections. All matters are strictly
confidential. In order to protect your confidentiality, the rights of other employees and involved persons, and
the integrity of the investigation, you are hereby directed not to participate in the dissemination/discussion of
any information based on this investigative process. In addition, you will exclude yourself from any form of
communication with others regarding this investigation. Information shared with your representative is
excluded from this directive. Any violation of this confidentiality directive or attempts to influence any witness
or victim is a separate violation that could result in additional disciplinary action, including termination.

Revised September 2013
-88-




Nevada Department of Corrections
Office of the Inspector General
Administrative Investigations Guide
() I waive my right to have an attorney/representative present.

() I wish to have represent me during this interview.

Per Departmental regulation, any information that a representative obtains from the accused or the
investigation is confidential and must not be disclosed.

IMPORTANT: Your signature is not an admission of guilt. Your signature is merely an acknowledgement

of receipt of this notice. Your refusal to sign this notice when ordered to do so may result in disciplinary action
against you.

EMPLOYEESIGNATORE ~  DATE = PERSONSERVINGSIGNATURE ~ DATE
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Forms for use during and in conjunction with an Administrative Investigation
The forms are not present necessarily in order of use during an investigation

Administrative Notice of Interview- WITNESS
STATE OF NEVADA

DEPARTMENT OF CORRECTIONS
NOTICE OF ADMINISTRATIVE

WITNESS INTERVIEW
TO: , [job title], [assignment location]
FROM: Pamela Del Porto, Inspector General

DATE:

This is to advise you that you are a witness in connection to an internal administrative investigation. While
investigators gather the facts concerning the allegations, your full cooperation is requested and expected. This
investigation is based upon one or more allegations of improper conduct or activity that has been received by
this office. Nothing in this process shall abridge any rights guaranteed by the Constitution of the United States
or any other applicable law or regulation.

Pursuant to State law you have the right to have two representatives of your choosing present during an
interview relating to the investigation, including without limitation, a lawyer, a representative of a labor union
or another peace officer only. You have not less than 48 hours to obtain a lawyer or other authorized
representative, if you so choose. The presence of the second representative must not create an undue delay in
either the scheduling or conducting of the interview. The representative must not be a person connected to or
named as a subject of the investigation.

You are directed to make yourself available for interview on <DATE> at <TIME>. The interview will be
held at <LOCATION>. You are expected to provide candid and truthful information during the interview.
Providing false or misleading statements to the interviewer is a separate violation that could result in additional
disciplinary action, including termination.

This is an official investigation being conducted by the Department of Corrections. All matters are strictly
confidential. In order to protect your confidentiality, the rights of other employees and involved persons, and
the integrity of the investigation, you are hereby directed not to participate in the dissemination/discussion of
any information based on this investigative process. In addition, you will exclude yourself from any form of
communication with others regarding this investigation. Information shared with your representative is
excluded from this directive. Any violation of this confidentiality directive or attempts to influence any witness
or victim is a separate violation that could result in additional disciplinary action, including termination.

() I waive my right to have an attorney/representative present.

() I wish to have represent me during this interview.

Any information that a representative obtains from the peace officer who is a witness
concerning the investigation is confidential and must not be disclosed .

Revised September 2013
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IMPORTANT: Your signature is merely an acknowledgement of receipt of this notice. Your refusal to sign
this notice when ordered to do so may result in disciplinary action against you.

EMPLOYEE SIGNATORE DATE PERSON SERVING SIGNATURE DATE

Revised September 2013
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Admonition of Rights to be read to accused staff member before interrogation. Should be
read on recording unless waived by accused.

State of Nevada
Department of Corrections

Admonition of Rights (Administrative)

Case Number

1A-

This is to advise you that you are being questioned as part of an official investigation by the Nevada
Department of Corrections. You will be asked questions specifically directed and narrowly related to
the performance of your official duties. You are entitled to all the rights and privileges guaranteed by
law, including the Constitution of the State of Nevada and the Constitution of the United States. This
includes the right not to be compelled to incriminate yourself. You are further advised that if you
refuse to answer questions and/or mislead or give false statements relating to the performance of your
official duties, you will be subject to Department Charges that could result in your dismissal from
employment. If you do answer, your statements will not be used agamst you in any subsequent
criminal proceedings. However, these statements may be used against you in relation to subsequent
Department Charges.

As in all investigations conducted by this office, the IG is in charge of the investigation. The
investigator(s) assigned to the case is (enter name[s]). You may upon request, without limitation,
have a lawyer and/or other representative of your choosing present, as long as the representative(s) is
not otherwise connected to, or the subject of this investigation, per NRS 289.060/NRS 284.387.

I do hereby acknowledge that I have received and understand the above Administrative Admonition
of Rights.

Signature: Witness:

Date: Title:

Time: Date:
Time:

Employee Representative

Name: Title:
Date: Time:
Revised September 2013
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Notice of Confidentiality can be read prior to or after the interview of all witnesses and
accused.

STATE OF NEVADA

DEPARTMENT OF CORRECTIONS
OFFICE OF THE INSPECTOR GENERAL

MEMORANDUM

DATE:
TO:
FROM:

SUBJECT: Admonition of Confidentiality

You are ordered not to discuss this case or any portion of your interview concerning the
allegations under investigation in this matter with anyone. You are ordered not to have any
interaction, engage in any conversations with, intimidate, threaten or coerce any other
participant, witness, accused or reporting party, about this matter or the investigation. This
admonition covers all questions asked, your responses to those questions, and any reports
authored by you. You are not to discuss any conversations related to your interview and the
matter under investigation. You are not to share copies of any tape recordings of this interview
that may be in your possession with any person.

In the event this order is violated, you may be subject to new and/ or additional disciplinary
action, up to and including termination.

Your signature below confirms that you have read, understand and agree to follow this
admonition.

Date Signature

Any information that a representative obtains from the peace officer who is the subject of
the investigation is confidential and must not be disclosed, except under the prescribed
mandated circumstances outlined in NRS 289.080.

Any information that a representative obtains from the peace officer who is a witness
concerning the investigation is confidential and must not be disclosed as outlined in NRS
289.080.

Revised September 2013
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Notice of Confidentiality can be read prior to or after the interview of all witnesses and
accused. This Notice of Confidentiality is for those employees or situations wherein a
Representative is not present with the staff member, including accused and/or witnesses.

STATE OF NEVADA
DEPARTMENT OF CORRECTIONS
OIG
MEMORANDUM
DATE:
TO:
FROM:

SUBJECT: Admonition of Confidentiality

You are ordered not to discuss this case or any portion of your interview concerning the
allegations under investigation in this matter with anyone. You are ordered not to have any
interaction, engage in any conversations with, intimidate, threaten or coerce any other
participant, witness, accused or reporting party, about this matter or the investigation. This
admonition covers all questions asked, your responses to those questions, and any reports
authored by you. You are not to discuss any conversations related to your interview and the
matter under investigation. You are not to share copies of any tape recordings of this interview
that may be in your possession with any person.

In the event this order is violated, you may be subject to new and/ or additional disciplinary
action, up to and including termination.

Your signature below confirms that you have read, understand and agree to follow this
admonition.

Date Signature
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