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INTENT AND PURPOSE 
The intent and purpose of this policy is to provide members with a clear and concise 
understanding of the process for conducting and resolving internal investigations and inquiries.  
A standardized method of investigating alleged violations is crucial to ensuring fair and 
equitable treatment for all employees. 
 
GENERAL INFORMATION 
The task of policing today’s society is demanding and challenging.  Realizing it is not possible to 
enforce the rules of society without incurring some animosity we must thoroughly investigate 
all alleged acts of incompetence or misconduct to protect our public from wrongdoing and our 
employees from unwarranted allegations.  This regulation shall serve as a guide for 
investigating all alleged violations. 
 
DEFINITIONS 
1. CRIMINAL INVESTIGATION Shall mean the objective collection of facts and evidence into 

alleged acts by an employee that, if substantiated, may serve as the basis for filing criminal 
charges. 

 
2. INTERNAL INVESTIGATION Shall mean the objective collection of facts and evidence into 

alleged acts of incompetence, misconduct or violation of any Rule, Regulation, Directive, 
Policy, Procedure or Order by an employee that, if substantiated, may serve as the basis for 
disciplinary action or administrative charges. 

 
3. SUPERVISORY INQUIRY Shall mean the objective fact-finding process conducted by an 

employee’s immediate supervisor pertaining to allegations of a minor violation of an agency 
Rule, Regulation, Directive, Policy, Procedure or Order. 

 
 
4. LEVEL 1 VIOLATION - Shall mean an alleged minor procedural violation, discourtesy or poor 

service that, if substantiated, may serve as the basis for pre-disciplinary action.  “Level 1” 
violations shall be investigated by the employee’s immediate supervisor and forwarded to 
the Chief of Police for review and approval. 
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5. LEVEL 2 VIOLATION - Shall mean an alleged act of incompetence, misconduct or procedural 
violation by an employee that, if substantiated, may serve as the basis for disciplinary action 
or administrative charges.  “Level 2” violations may, if approved, be investigated by 
immediate supervisors under the direct supervision and review of the Assistant Chief. 

 
6. LEVEL 3 VIOLATION - Shall mean an alleged act of incompetence or misconduct by an 

employee, including but not limited to acts such as those involving corruption, brutality, 
death or serious injury, criminal conduct or breach of civil rights that, if substantiated, may 
serve as the basis for disciplinary action (to include dismissal from duty), administrative 
charges or criminal charges.  All “Level 3” violations shall be investigated by the Assistant 
Chief as directed by the Chief of Police. 

 
 

I. SUPERVISORY INQUIRIES 
It is the policy of this agency to delegate the responsibility and authority for supervisors to lead, 
instruct and improve the overall performance of subordinates in their charge.  As such, 
corrective actions are sometimes necessary, including but not limited to pre-disciplinary actions 
against employees, to ensure subordinates work to their highest potential. 
 
A supervisory inquiry commencing upon receipt of a civilian complaint or observed violation by 
a supervisor and is completed as follows: 
 
1. Upon receipt of a CIVILIAN COMPLAINT alleging a violation by an employee the supervisor 

MUST document, in detail, the particulars of the violation in accordance with agency 
Regulations using the “EMPLOYEE VIOLATION/MISCONDUCT RECORD” (see attachments of 
this policy). Complainants shall be notified that their complaint will be thoroughly 
investigated and administratively handled. This notification shall be made in person, via 
phone or in letter form. The type of notification made, along with the date and time and who 
the notification was made to shall be included in the official report.  If the alleged violation is 
one that is obviously minor in nature the supervisor may classify it as a “Level 1” violation 
and commence an inquiry. 

 
2. When a supervisor PERSONALLY OBSERVES or has reason to believe an employee has 

committed any violation the supervisor MUST document, in detail, the particulars of the 
violation using the “EMPLOYEE VIOLATION/MISCONDUCT RECORD”.  If the alleged violation 
is one that is obviously minor in nature the supervisor may classify it as a “Level 1” violation 
and counsel the officer about the violation. The supervisor will then forward the supporting 
documentation to the Chief of Police for review. The counseling will then be documented in 
the officer’s Personnel Record. 
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3. Supervisors must immediately notify the Assistant Chief or Chief of Police when any potential 
“Level 2” or “Level 3” violations is alleged either by civilian complaint or otherwise. 

 
4. During a supervisory inquiry, supervisors shall thoroughly and carefully gather facts 

pertaining to the alleged violation to come to the most informed determination.  Supervisors 
should interview the complainants, witnesses and employees to assist in their decision-
making process. 

 
5. Following the supervisory inquiry, a final disposition must be made in accordance with 

agency rules.  The supervisor shall complete a written memorandum directed to the Chief of 
Police and forward it, along with the completed “EMPLOYEE VIOLATION/MISCONDUCT 
RECORD”, and any supporting documents to the Assistant Chief. 

 
II. ASSISTANT CHIEF RESPONSIBILITIES 

The Assistant Chief is charged with ensuring all divisions within the Glens Falls Police 
Department are held to the highest level of professionalism.  A key component to maintaining a 
high level of honesty and integrity is the investigative process. 
 
For all internal investigations and inquiries, the Assistant Chief shall: 
1. Assist in the classification of alleged violations. 
 
2. Following classification ensure investigations and inquiries are conducted in accordance with 

agency Rules, Regulations and Directives. 
 
3. Conduct all internal investigations into alleged conduct by an employee classified as “Level 

3” violations and report findings directly to the Chief of Police. 
 
4. Investigate or assist in internal investigations into alleged conduct by an employee classified 

as “Level 2” violations and report findings directly to the Chief of Police. 
 
5. Document all internal investigations conducted and complete an “INTERNAL INVESTIATION 

REPORT”. 
 

III.   LIAISON WITH PROSECUTOR’S OFFICE 
The Assistant Chief shall serve as a liaison with the Office of the District Attorney for all 
investigations involving alleged criminal conduct on the part of any agency employee. 
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IV.   CONFIDENTIALITY 
All internal investigations are considered confidential.  An employee having knowledge of, or 
involvement as a subject or witness, in an internal investigation shall not disclose or discuss the 
existence of or particulars of the investigation with anyone except designated agency 
authorities conducting the investigation, bargaining unit representatives or counsel 
representing an employee.  Internal investigation records become a part of an employee’s 
personnel file and disclosure is completed in accordance with state laws at the direction of the 
Chief of Police. 
 
Authority 

 
G. Joseph Boisclair 
Chief of Police 
 


