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PURPOSE  
   

To identify the members of the Department’s Special Investigations Unit and to 
clearly delineate the Unit’s duties and responsibilities. 

 
BACKGROUND 
 

Due to the size of this Department and the number of internal investigations 
conducted, the necessity of assigning full-time personnel to a Special Investigations 
Unit does not exist.  Accordingly, the Special Investigations Unit shall be comprised 
of the Patrol Division Commander and the Commanding Officer of the Detective 
Division, who will be called upon to serve this function as necessity dictates. 

 
POLICY 
 

  It is the policy of the Pleasantville Police Department to promptly and thoroughly 
investigate all allegations of serious misconduct made against members of the 
department by civilians, other law enforcement agencies or other members (or other 
employees) of the Pleasantville Police Department. 

 
PROCEDURE 
 
1. The Special Investigations Unit reports directly to the Chief of Police. 
 
2. The Special Investigations Unit shall be responsible for investigating: 

a. Civilian complaints; 
b. Complaints from other law enforcement agencies; 
c. Complaints from Supervisory personnel; 
d. The discharge of firearms by members of service. 

 
3. The members of the Special Investigations Unit shall be the liaison unit between the 

Chief of Police and the District Attorney’s Office, or any other Department or agency 
requiring investigations of alleged criminal misconduct. 
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PURPOSE  
   

To protect the rights of members of service in an official Department Investigation. 
 
POLICY 
 

  To ensure that interviews of members of the Pleasantville Police Department during 
internal investigations are conducted in a manner that promotes good order and 
discipline, consistent with the due process of the members involved. 

 
PROCEDURE 
 
Interview for Administrative Purposes 
 
1. If the investigating Supervisor wishes to compel a member to answer questions 

directly related to their official duties and the investigating Supervisor is willing to 
forego the use of such answers in a criminal prosecution, the investigating Supervisor 
shall advise the member of the following: 
a. The purpose of the interview is to obtain information to determine whether 

disciplinary action is warranted; 
b. Any questions specifically related to employment must be fully and truthfully 

answered in a candid and forthright manner; 
c. No answers given nor any information obtained by reason of such statements 

may be admissible against the employee at any criminal proceeding; 
d. Miranda Rights are not required to be given at disciplinary interviews; 
e. During the course of a disciplinary interview, Department members are 

expected to give candid and forthright answers to questions directly related to 
their official duties; 

f. Recalcitrant members may be given direct orders to answer such questions and 
they should be advised that their failure to answer may lead to the imposition of 
discipline, up to and including termination for insubordination; 

g. Any such compelled statements made by the member may not be utilized in any 
subsequent criminal prosecution; 

h. Any such written or tape recorded statements should be clearly marked 
“Administrative Use Only” with an indelible ink. 
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Interview for Criminal Investigative Purposes 
 
2. If the investigating Supervisor believes criminal prosecution is a possibility and 

wishes to use statements against the member in a criminal proceeding, or at least 
wishes to maintain the option of their use, the investigating Supervisor shall: 
a. Give the member Miranda Rights; 
b. Advise the member that if he/she asserts his right not to answer questions, no 

adverse administrative action will be taken based upon the refusal; 
c. If the member decides to answer questions at this point, the responses may be 

used in both criminal and disciplinary proceedings; 
d. The investigating Supervisor shall maintain close liaison with the Westchester 

County District Attorney’s Office. 
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PURPOSE  
   

To advise all members of the policy of this Department on the use of certain Village-
owned property, such as:  vehicles, telephones, radios, lockers, desks, cabinets, etc.  

 
POLICY 
 

  All members of the Pleasantville Police Department are hereby advised that the uses 
of these items are for business purposes and the retention of any personal items in 
such equipment is at their own risk.  Neither the Village of Pleasantville nor this 
Department or any of its Supervisors will be responsible for any losses.  Moreover, 
any Pleasantville Police Department provided equipment is subject to entry, search 
and inspection by any Superior Officer without prior notice.  Any privately owned 
property contained in such equipment, including contents of closed or sealed 
items/containers, may also be opened and examined without prior notice or member's 
permission. 

 
This includes any Department-issued equipment that is protected by a personally 
owned lock.  Therefore, members have NO EXPECTATION OF PRIVACY WHEN 
USING DEPARTMENT/VILLAGE OWNED PROPERTY OR ISSUED 
EQUIPMENT. 
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PURPOSE 
 
 To establish guidelines to relieve a member from full duty. 

 
POLICY 
 

It is the policy of the Pleasantville Police Department to temporarily remove a 
member from full duty when his/her continued performance would impair the good 
order or operating efficiency of the Department or discredit the Department. 

 
PROCEDURE 
 
Authority to suspend 
 
1. Any Department Supervisor with rank of Lieutenant or above or any Supervisor or 

Acting Supervisor acting at the direction of a member with rank of Lieutenant or above 
is authorized to temporarily suspend or place a member of the Department on modified 
duty. 

 
Note:  Modified duty is the assignment of a member of the Department to non 

enforcement duties pending the determination of his/her fitness to perform full 
police duties. 

 
Cause for Suspension  
 
2. Such relief from duty is a temporary, administrative action and shall be limited to 

circumstances wherein a member is or appears to be physically or psychologically unfit 
for duty or is believed to have committed an act of misconduct that brings into question 
the member’s fitness to continue in office.  

 
3. The following are examples of causes for summary suspension: 

a. The member is arrested and charged with a crime; 
b. The member is indicted by a grand jury; 
c. The member refuses to comply with a lawful order of a Superior Officer; 
d. The member refuses to perform assigned duties at roll call or during tour of duty; 
e. A member is served with charges and specifications alleging wrongful solicitation 

and/or receipt of monies or other gratuities; 
f. A member is unfit for duty due to the effects of an intoxicant or a drug; 
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g. A member is absent without leave for two consecutive tours; 
h. The member refuses an order of a Superior Officer to answer questions in an 

administrative investigation specifically directed and narrowly related to the 
performance of his/her official duties. 

 
4. When a member of service is suspended, the Ranking Supervisor in charge shall: 

a. Inform the member concerned that he/she is suspended from duty and give the 
reason for the suspension; 

b. Direct member to surrender all Department property and all revolvers or pistols 
owned or possessed; 

c. Cause all surrendered property to be properly received and vouchered in 
accordance with Section 115-1. 

 
Notification 
 
5. A Lieutenant suspending or authorizing the suspension of a member will immediately 

notify the chief of Police.  The facts of the suspension will be transmitted verbally, 
followed by an Inter-Departmental memorandum to the Chief of Police as soon as 
practical thereafter. 

 
6. A member of service upon suspension shall: 

a. Surrender, promptly, all Department property and all pistols or revolves owned or 
possessed; 

b. Not wear his/her uniform while suspended. 
 
 

 
 

























Section 1: Tour Supervisor Intake

Date / Time of Report: Complainant:

Date / Time of Incident: Location: 

DO Log #: Officer Involved:

Complaint Received: (circle one) In Person By Mail Telephone

Apparent Complaint Category: (see R&R Section 125-5) Category 1 Category 2

Notifications: 

Category 1: (Immediate Notification) Category 2: (Standard Notification)

Police Chief Appropriate Division Commander
Patrol Division Commander
Detective Division Commander

A copy of the "Personnel Complaint Report" was provided to the Complainant
A copy of the "Personnel Complaint Report Receipt" was provided to the Complainant
A copy of the "Personnel Complaint Procedure" was provided to the Complainant

All forms necessary for the processing of the complaint have been forwarded to the
Appropriate Division Commander.

Tour Supervisor Date

COMPLAINT ROUTING FORM

PREPARE A SEPARATE FORM FOR EACH OFFICER INVOLVED

(for internal use only - do not give a copy to complainant)



Section 2: Division Commander Preliminary Findings

Date Received:

Category of Complaint: 

Category 1: Category 2:
Forwarded to Chief for Assignment to Forwarded to Department 
Special Investigation Unit Supervisor for investigation
skip to Section 5: "Chief of Police Action"

Assigned Supervisor: 

Division Commander Date

Section 3: Category 2 Complaint - Department Supervisor Investigation

Date received and investigation commenced:

Date investigation completed and final report, with all notes, statements and findings

forwarded to Division Commander

Department Supervisor Date

Section 4: Category 2 Complaint: Division Commander Recommendation

Substantiated Notes:
Unsubstantiated
Exonerated
Unfounded
Misconduct Noted

Division Commander Date

Section 5: Chief of Police Action

Approved Rejected Forwarded to S.I.U.

Chief of Police Date



Policy:

All tour supervisors receiving a complaint will disseminate to the complainant as follows: 

PC Procedure
PC Report - copy
PC Comp Report Receipt - copy

Complete complaint routing form
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