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POLICY

- The Office of the New York State Inspector General, the Office of the New York State Welfare
Inspector: General, and-the Office of the New York State Workers’ Compensation Fraud
Inspector General (collectively known as “OIG”) shall conduct all investigations, examinations
and reviews in a professional manner. Many OIG investigations commence upon receipt of
~complaints from individuals, received in a variety of forms including: personal delivery, regular
mail, telephone (hotline), e-mail, and website submission. The OIG have established a Case
- ‘Management Unit (“CMU?”) that is supervised by a Chief Investigator. The CMU is responsible
for processing all potential investigations received and being considered by the OIG.

The €MU is responsible for-OIG quality control. The CMU tracks OIG referrals to covered
agencies; secures and reviews for sufficiency responses from covered agencies about actions
taken; and communicates with covered agencies, as needed, to ensure that adequate, timely
responses-are received. ~The CMU also ensures that all these efforts are documented in OIG’s
~case ‘management ‘system. The CMU Chief Investigator reports to the Executive Deputy
Inspector General on a weekly basis regarding these efforts.

PROCEDURES

1. Processing of Complaints

A. OIG staff members are authorized and encouraged to accept complaints. Information
regarding complaints, however received, should be brought to the attention of the
appropriate Deputy Inspector General or Chief Investigator, who will ensure that the
information is forwarded to the CMU as soon as possible. If the Deputy Inspector
General or Chief Investigator is not available, the OIG staff member receiving the
complaint should forward it to the CMU as soon as possible. OIG staff members who



accept complaints should be aware that conflict-of-interest principles apply, and that if
they accept complaints from family members or friends, they must alert the CMU and
OIG’s Chief Counsel.

B. No investigation will be initiated until a complaint is assigned a case number, unless
prior approval by an OIG Executive Staff member is obtained.

C. The CMU is responsible for processing all complaints. Upon receipt of a complaint, the
CMU will complete the following steps:

1) Assign the complaint a case number. The case number is an 11-digit number
(0000-000-0000) designated as follows: Digits 1-4 denote the numerical
sequence of the complaint; digits 5-7 identify the state agency referenced in the
complaint; digits 8-11 correspond to the current year. (Note: investigative action
can begin upon assignment of case number without completion of remaining
steps. Also note that some 5-7 digits are associated with Office of the Welfare
Inspector General and/or Workers’ Compensation Board external crimes, not
employee misconduct cases that use a state agency code.)

2): Assign the complaint a case name. The case name should refer to the principal
subject of the complaint and will be the name of an individual (last name, first
name; if multiple subjects, case name will be principal subject, et. al.), or
agency/organization.

3) ‘Assign the complaint a case type. The case type describes the specific
misconduct alleged in the complaint. Where there are multiple allegations, the
case type should refer to the most serious allegation. Check all individuals
(complainant, subject, witnesses, etc.) and business entities associated with the
complaint against information in Law Manager in order to determine possible
involvement with prior OIG investigations. The results of Law Manager
searches are to be included on the Complaint Intake Form.

4) The CMU shall prepare an electronic binder and a paper binder, which shall be

~distributed on a weekly basis to the Inspector General and all members of the
Case Review Panel (“CRP”). The binders shall consist of all complaints
received in the prior week, as well as outstanding matters from prior weekly
CRP meetings (i.e., matters placed in “Preliminary Investigation™ status by the
CRP: to determine additional facts before CRP decision made, etc.).

2. Case Review Panel

A. The CRP consists of the Executive Deputy Inspector General, the Chief Deputy
Inspector General; and the Deputy Inspectors General. Other members of the Executive
Staff may participate. Members of the Executive Staff may be excused by the Inspector
General based on availability. In addition, the following OIG staff shall participate in
the CRP, along with OIG staff members they designate as being required to attend:

e Chief, Case Management Unit
e Chief Investigators
e Special Deputy for Communications and External Affairs

B. The CRP shall discuss each new complaint and make a determination as to the actions to
be taken. The CMU Chief or CMU-designated staff shall document the actions taken by
the CRP for entry into OIG’s case management system. The determinations that may be



taken are:

1) No Action: There will not be any investigative activity in response to the complaint.

2) Referral: The complaint will be referred to the affected agency and/or another
agency having jurisdiction, and the CMU shall prepare a referral letter to the
agency/ies designated by the CRP, and will request a written response to OIG within
45 days. As appropriate CMU will also communicate to the complainant advising
him/her that his/her complaint has been referred and to what agency. The letter will
be signed by the Chief of CMU and will be maintained in the case management
system. CMU will also follow up with the respective agencies within 45 days if
CMU does not receive a response to the original referral letter.

3) Preliminary Investigation (“PI”): A matter will be considered outstanding and
discussed at the next CRP meeting if it is determined that additional facts are
necessary to decide whether the matter should be referred, opened as an
investigation, or deemed “No Action.” A staff member will be assigned the task of
gathering the additional information. Preliminary investigations are intended to be
completed within two weeks. If the preliminary investigation shows no merit, it will
be closed at CRP. If a preliminary investigation is conducted and it is determined at
CRP that it is unsubstantiated and there are no findings or recommendations, the
Chief Investigator, Deputy Chief Investigator, or investigator, with approval, will
send an email to CMU to close, refer or no action the case. The email should
contain a brief explanation as to why the case is being closed, referred, or no further
action is being taken.

4) Investigation: An OIG case shall be opened. Legal, Investigations and Audit staff
are assigned at the time the case is opened by CRP by respective Deputy Inspectors
General and Chief Investigators.

C. Upon completion of the CRP meeting, CMU staff is responsible for updating the OIG
case management system to reflect the disposition of each complaint. The CMU will
prepare a Complaint Intake Form for cases that are opened. Assigned staff shall be
notified by the case management system. Once the complaint is opened, CMU will also
add the initial complaint and supporting documents to the J:Drive.

3. Processing Non-Jurisdictional Correspondence (“Dead”) Complaints

A. Non-jurisdictional or “dead” complaints are complaints that the Inspector General lacks
jurisdiction to investigate. Complainants and/or agencies are advised that the matter
does not fall within the Inspector General’s jurisdiction. If the complaint was made by a
private citizen, the citizen is provided with the contact information for the agency/entity
that would have jurisdiction over the complaint. If the complaint falls within another
agency’s jurisdiction the complaint is sent to the agency for whatever action it deems
appropriate.  No response is required by OIG. Chief Counsel should be consulted in
regard to any questions about OIG’s jurisdiction.

B. Once it has determined that the complaint does not fall within OIG's jurisdiction, the
CMU will assign a correspondence (dead) number.
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ET THE IG ‘\ CONTACTUS | REPORTS AND NEWS HOW TO FILE A COMPLAINT OUTREACH

New York State
Office of the Inspector General

The Inspector General's Office is entrusted with the responsibility of
ensuring that State government, its employees and those who work
with the state meet the highest standards of honesty, accountability,
and efficiency.

| i

On Line Complaint Form

You can use this form (See NOTE below) to report allegations of misconduct in state government. When filling out this form, please provide as much
information as possible, which may include the 3

Who is engaging in misconduct?

Which state agency is involved?

What wrongdoing occurred?

When did it happen?

Avre there witnesses to the misconduct that we can contact?

What laws or agency regulations have been violated?

If you are unsure whether your complaint relates to matters within our jurisdiction, please call our hotline, 1-800-367-4448, during office hours and
someone will assist you.

Name(s) and title(s) of person(s) you are complaining about:
2011 Special Commission on Judicial Compensation: (1) William C. Thompson, Chair; (2) Richard Cotton, Esq., Commission Member; (3) William
Mulrow; Commission Member; (4) Mark S. Mulholland, Commission Member; (5) James Tallon, Jr., Commission Member; (6) Robert B. Fiske, Jr.,
Commission Member; and (7) Kathryn S. Wylde, Commission Member

New York State Division of Budget: (1) Robert L. Megna, Director; (2) Susan Knapp, Chief Budget Examiner; (3) Other High-Level Professional Staff,

State agency involved:
2011 Special Commission on Judicial Compensation
New York State Division of the Budget

Brief description of complaint — 800 characters (approximately 20 rows) maximum:
The facts and evidence are particularized by the Center for Judicial Accountability's July 11, 2011 corruption complaint already posted on our website,
www. judgewatch.org, on a specially-created webpage. It is accessible via the top panel "Latest News" by the first hyperlink "Holding Government
Accountable for its grand larceny of the public fisc and other corruption”, which brings up a menu for CJA's July 11, 2011 corruption complaint to the
NYS Inspector General. Here's the direct link: http://www.judgewatch.org/web-pages/judicial-compensation/ny-inspector-general.htm

Your Contact Information:

Please provide us with your contact information, which will greatly assist our effort to properly handle your matter. If you choose not to provide this
information, it may limit our ability to-act upon your complaint. If you request confidentiality, we will make every effort to keep your identity confidential

- consistent with applicable New York State and federal laws, rules and regulations, and the provisions of our privacy policy. Our office does accept

anonymous complaints.

Your Name: -
Elena Sassower, Director

Your employer (if any):
Center for Judicial Accountability, Inc. (CJA)

Business phone:
914-455-4373

Home address:
Box 8101

7/11/2013 9:11 AM
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City
White Plains

State
New York

Zip
10602

Country
USA

Email
elena@judgewatch.org

Home Phone

Cellphone
646-220-7987

| am requesting confidentiality(Yes/No)
Yes
« No

| have documentation in my possession that relates to my complaint
. Yos
No

Submit

Empire State Plaza | Agency Building 2, 16th Floor | Albany, New York 12223

http://ig.ny.gov/content/on-ine-complaint-form

7/11/2013 9:11 AM
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