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Employee Investigation Tip Sheet

· The SRA or designee submits the DPP-115, via e-mail, to the Director of Service Regions (DSR) and the Assistant Director of Protection and Permanency (DPP) Tina Webb, within twenty-four (24) hours of receipt of the employee investigation.  

· DPP staff will contact the investigator throughout the investigation to offer consultative assistance.  

· SOP 2.15.8 Investigations Involving DCBS Employees lists the procedures for completing employee investigations in which an employee or an employee’s household member is in a caretaking role and:

· Is an alleged perpetrator in an APS or CPS referral; or 

· Resides in the home where an APS or CPS incident allegedly occurred. 

· The SSW complies with SOP regarding timeframes for completion of the investigation, documents the date/time the investigator was notified of the referral and the steps that were taken to initiate the referral. 

· Interview all household members and collateral persons who have knowledge about the allegations (counselors, school personnel, child’s physician, etc.).
· If the child is too young to be interviewed or is limited verbally, the child must be seen face to face for observation and the SSW documents this in the ADT.  Collateral contacts are then needed such as pediatrician or child care provider to provide information on the child’s well-being as he/she cannot provide that directly.

· Assess for domestic violence, mental illness substance abuse and other safety/risk factors.  Prior CPS history should be discussed with the family if it has been substantiated or if a trend is seen in any previous referrals (substantiated or unsubstantiated).  If a case is already controlled access, contact the region to obtain TWIST access to the case. 

· Verify information given by the family.  One home visit does not always give us a true picture of the family.

· Prior to the development of the aftercare plan and submission of the ADT, the region should have a final consultation with DPP central office staff. 

· When finalizing the investigation, tell the family that central office will review the ADT and that another home visit may be needed to obtain further information.  Don’t share a tentative finding, as this is misleading and can impede the process of gaining more information later if needed.

· An aftercare plan is often needed and should be behaviorally specific with time frames.  All relevant parties need to sign (both parents/caregivers or any other person who has a specific task listed).
· The investigative findings cannot be finalized until approval is granted by the Director of Service Regions.  Likewise, findings letters should not be mailed until final ADT approval is granted.  
