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Coppell Fire Department
Standard Operating Guidelines

SOG# 00-27 — Internal Investigations
Effective Date:

Fire Chief: MM— Revised Date:  12/23/2013

Purpose: Provide a procedure for a thorough and comprehensive investigation of valid
complaints and ensure that the internal investigation is objective and fair.

Scope: This policy applies to all members of the Coppell Fire Department.
Directions:

1. All personnel will assist with internal investigations authorized by the Fire Chief.
Members shall truthfully answer questions and not withhold information dealing with
such investigations.

2. Each member participating in a complaint investigation or having knowledge of a
reported incident will submit a letter addressed to the Fire Chief, if requested to do so
by the supervisor, before going off-duty on the day of his/her involvement, or at any
time as directed by the assigned investigator. The letter will include all information
known by or reported to the employee related to the incident and may be required to
be notarized.

3. Supervisory and command personnel will initiate inquiries when they become aware
of infractions of the Code of Conduct, Departmental rules, regulations, policies or
SOPs by any member of the Department. They will not look to higher authority for
initiation of this action. Members and non-sworn employees will report infractions to
their supervisor.

4. The supervisor who first becomes aware of an employee's involvement in an alleged
or suspected criminal violation or serious violation of Departmental regulations will
inform his/her on-duty Battalion Chief as soon as possible. If the violation involves
the Battalion Chief then Fire Administration should be notified immediately.

5. The Fire Chief will then confer with Fire Administration and an Investigator will be

assigned to review the information available and determine if the complaint is of
sufficient gravity to warrant an official investigation.
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6. Official Investigations Procedures:

A. The Fire Chief, Assistant Fire Chief, Deputy Chief, Internal Affairs Investigator
or other person assigned to investigate an alleged violation shall:

i. Interview the complainant in person and obtain all pertinent information
so the complaint can be reduced to writing.

ii. Advise the complainant that the complaint must be put in writing and
signed by the complainant. Each complainant talked to in person will be
required to sign a complaint form.

iii. Decline to investigate unsigned, unwritten or anonymous complaints
unless authorized to do so by the Chief of the Department.

iv. Examine the contents of all complaints to determine if they meet the
requirements of a complaint, i.e. alleges a violation of the law or a
Departmental rule, regulation or procedure.

v. If during the course of an investigation, a false statement or perjury by the
complainant is suspected, the matter will be referred to the District
Attorney through the assigned Internal Affairs Investigator for review and
disposition.

B. Interviewing the Member(s) Being Complained Against:

The member under official investigation will be presented with a written copy
of the allegation(s).

i. The member(s) under investigation will be required to appear at the Internal

Affairs Investigator's office or other designed location to respond to the
charges.

The member(s) under investigation will be given forty-eight (48) hours’ notice
of a scheduled interview. The Fire Chief may waive the advance notice if the
notice could compromise the integrity of the investigation.

The accused member will not be permitted to have counsel or other
representation present during an interview regarding an investigation of
non-criminal conduct. The Sixth Amendment right to counsel does not
apply to civil or administrative matters.

Prior to being questioned by the investigating officer, the accused member
willbe  given the Garrity Warning. The Garrity Warning is used in
administrative investigations to provide assurance to the accused that
statements made by them will not be used against them in a criminal
proceeding. All investigations conducted by an Internal Affairs Investigator,
the chain of command or Emergency Medical ~Services Coordinator are
administrative investigations. The Garrity Warning:

Page 2 of 5



7.

C.

Informs members that they are required to respond to allegations or submit
to tests or examinations regarding allegations of violations of
administrative rules or regulations.

Informs members that failure to respond to allegations or submit to tests or
examinations can result in disciplinary action up to and including
discharge.

Informs members that such questions, tests or examinations will be
narrowly and specifically related to their performance of duties or fitness
for office.

Informs members that such statements, tests or examinations results
cannot be used against the member in a criminal proceeding.

Will be given before requiring a response from a member suspected of
violations of administrative rules and regulations requiring a formal
investigation.

vi. The accused member is required to answer questions and can be disciplined
up to and including discharge for refusal to answer such questions.

vii. Any oral or written statement required to be given by a member can be used
against the member in an administrative disciplinary proceeding. These
statements cannot and will not be used against the member in any criminal
proceedings.

viii.

Willfully falsifying an official City document in the form of a statement

during an investigation is grounds for discharge.

Interviewing of Members Other Than the Accused:

The investigating officer will interview all members who may be witness
to the incident under investigation.

During any official investigation and through the appeals process, a
member having information relevant to the matter will report such
information to the assigned investigating officer. Members will not discuss
a matter under investigation with anyone else except the assigned
investigating officer.

Time Allotment:
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A. Administrative investigations shall be conducted in a non-biased, thorough, and
concise manner. Once the investigative process has begun, the investigator should
submit their findings to the Fire Chief no later than the close of business on the
ninetieth (90™) calendar day, unless one of the following circumstances applies:

i. The nature of the complaint results in a criminal investigation.

ii. The Fire Chief, under advisement of the investigator or city
attorney, determines the nature of the complaint requires an
extension due to the complexity of the complaint.

iii. The member who is the subject of an administrative investigation

is required to submit to a physical and/or psychological
evaluation.

Note: The member shall be notified of any extension.

8. Termination of Investigation:
A. Should it be determined at any point in the investigation the complaint is clearly
unfounded, the investigation will be terminated upon orders from the Fire Chief.
The employee will be notified in writing of the action being taken.
9. Action Taken Upon Conclusion of an Official Investigation:

A. Upon completion of the investigation, the investigating officer will submit a
report to the Fire Chief.

B. The Fire Chief will review the report and will classify the complaint as one of the
following:

1. Unfounded -Allegation is false or not factual.
2. Exonerated -Incident did occur but was lawful and/or proper.

3. Not Sustained -Insufficient evidence either to prove or disprove the
allegation(s).

4. Sustained -Allegation is supported by sufficient evidence.

10. If the allegation(s) are sustained, disciplinary action may be sought and imposed by
the Fire Chief.

Page 4 of 5



6
11.  The individual who filed the complaint will be notified of the investigation results no

later than the close of business on the thirtieth (30™) day once the Fire Chief has
classified the complaint.
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