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References:

5 USC, Appendix, Inspector General Act of 1978 as amended
DoDI 7050.01 Defense Hotline Program of 17 Dec 07
SECNAVINST 5370.5B DoN Hotline Program of 24 Nov 04
DoDD 7050.06 Military Whistleblower Protection of 23 Jul 07
SECNAVINST 5370.7C Military Whistleblower Reprisal Protection of 14 Oct 05
NAVINSGEN Investigations Manual of July 1995
NAVINSGEN Policy Memorandum Number 2011-002 of 11 Oct11
NAVINSGEN Policy Memorandum Number 2011-003 of 11 Aug 11
NAVINSGEN Policy Memorandum Number 2011-004 of 11 Oct 11
NAVINSGEN Policy Memorandum Number 2012-001 of 18 Jan 12
NAVINSGEN Policy Memorandum Number 2012-002 of 10 May 12
NAVINSGEN Policy Memorandum Number 2012-003 of 24 Apr 12
NAVINSGEN Policy Memorandum Number 2013-001 of 23 Apr 13
BUMEDINST 5041.6 Navy Medicine Hotline Program of 25 Jul 11

DISCLAIMER:  This list of references is not all inclusive and the most recent updates may not be reflected.  Commands are responsible for reviewing/following all instructions and guidance related to a particular program or inspectable area.

NOTE:  The Bureau of Medicine and Surgery’s non-Region Echelon III commands and their subordinate commands should follow the Echelon 5 Department of the Navy Hotline Program requirements.

	Reference
	Standard
	Yes
	No
	Echelon
	Comment


	
	
	
	
	2
	3
	4
	5
	

	BUMEDINST 5041.6, page 4, 
¶ 7b & Encl. (2)
	Has the command established its own Hotline Program for the direct receipt of complaints at its level and developed the required program to properly handle incoming Hotline complaints? 
	
	
	√
	√
	√
	N/A
	Evidence of command instruction/ standard operating procedure (SOP).

	BUMEDINST 5041.6, page 4, 
¶ 7b & Encl. (2)
	Has the command established a clear method to handle and process Hotline complaints up their respective chain of command?
	
	
	N/A
	N/A
	N/A
	√
	Evidence of command instruction/SOP.


	SECNAVINST 5370.5B, page 6, ¶ 8a
	Has the Bureau of Medicine and Surgery (BUMED) appointed a full-time O-6 or higher commissioned officer or a GS 15 or higher as the Medical Inspector General (MEDIG) who reports directly to the Chief, BUMED on the organizational chart?
	
	
	√
	N/A
	N/A
	N/A
	Evidence of copy of official change duty orders and organizational chart.

	SECNAVINST 5370.5B, page 6, ¶ 8(a)
	Has the command appointed a dedicated commissioned officer or civilian in the pay grade of O-5 or higher or GS-13 or higher, with the title of Navy Medicine East/West Regional Inspector General (IG) who reports directly to the Commander?
	
	
	N/A
	√
	N/A
	N/A
	Evidence of appointment letter and organizational chart.

	SECNAVINST 5370.5B, page 6, ¶ 8(a)
	Has the command appointed in writing a commissioned officer of O-3 or higher or a civilian in the pay grade of  GS 09 or higher, with the title of MEDIG Hotline Coordinator who reports to directly to the Commanding Officer or Officer in Charge?
	
	
	N/A
	N/A
	√
	N/A
	Evidence of appointment letter and organizational chart 

	SECNAVINST 5370.5B, page 7, ¶ 8(c)
	Does the command have a minimum of one series 18xx investigator with appropriate number of additional investigators to complete investigations within 90 days of receipt of complaint?
	
	
	√
	N/A
	N/A
	N/A
	Demonstrated evidence with investigator position description (PD) and Activity Manning Document.

	BUMEDINST
5041.6, page 8, 
¶ 9(a)
	Has the command published Hotline complaint submission procedures?
	
	
	√
	√
	√
	√
	Evidence of brochures, bulletin boards, Plan of the Week notes, and/or command website.

	BUMEDINST
5041.6, page 8, 
¶ 9(a)
	Has the command posted local Hotline Program telephone numbers and e-mail addresses in addition to those of their MEDIG Regional IG and MEDIG, Naval Inspector General (NAVINSGEN) and Department of Defense (DoD) IG are posted using the NAVMED 5041/1, Navy Hotline Program poster?
	
	
	√
	√
	√
	√
	Evidence of hotline posters throughout the command and branch health clinics/detachments.

	SECNAVINST 5370.5B, page 6, ¶ 8(b)
	Are personnel assigned to a DoN IG office who have investigative duties, which includes reviewing investigations, certified as a DoN investigator?  Initial certification is obtained through the successful completion of a NAVINSGEN approved investigation school [DoD Joint IG Course, Department of the Army IG Course, or NAVINSGEN Hotline Investigator Training Course (one week)]as soon as practicable after assignment?
	
	
	√
	√
	N/A
	N/A
	Evidence of training certificates and training history in NIGHTS.

	DoDD 7050.06, page 3, ¶ 5.1.6
	Are reprisal reports of investigation completed within 180 days?  If not, is a draft 180-day letter forwarded to the NAVINSGEN to notify the member or former member of the reasons for the delay and when that report will be issued?
	
	
	√
	N/A
	N/A
	N/A
	Evidence demonstrated with random review of five records or in NIGHTS.

	BUMEDINST 5041.6, page.5,
¶ 7(g)
	Are allegations of misconduct that identify a Commanding Officer (CO), Executive Officer (XO), and/or Command Master Chief (CMC) as the subject reported to the MEDIG on the day of receipt?
	
	
	√
	√
	√
	N/A
	

	SECNAVINST 5370.5B, page 9,  ¶ 9(e)
	Do investigations of COs in the pay grade of O-6 have a legal review and an endorsement by a Flag Officer in the CO’s chain of command?

	
	
	√
	N/A
	N/A
	N/A
	Evidence demonstrated with random review of five records or in NIGHTS

	SECNAVINST 5370.5B, page 9, ¶ 9(d)
	Do investigations remain open until the corrective action is completed and documented?

	
	
	√
	√
	N/A
	N/A
	Evidence demonstrated with random review of five records or in NIGHTS.

	BUMEDINST 5041.6, p. 10, 
¶ 9(k)
	Are all hotline case documents uploaded into the NIGHTS Document Library?

	
	
	√
	√
	√
	N/A
	Evidence demonstrated with random review of five NIGHTS cases.

	BUMEDINST 5041.6, page 11, 
¶ 9(m)
	Is the release of IG generated material to those without an official need to know in accordance with the Freedom of Information Act and the Privacy Act?
	
	
	√
	√
	√
	N/A
	Evidence of command instruction/SOP.

	Joint IG Investigators Guide, Section 10.1, page 10-2, 
¶ 2(a)
	Are subjects formally notified in writing by the IG after the case is completed and approved? If the subject desires more information, he/she must request it under the provisions of the Freedom of Information Act.
	
	
	√
	√
	N/A
	N/A
	Evidence demonstrated with random review of five records in NIGHTS.

	NAVINSGEN Investigations Manual, page 
4-11, ¶ 0431
	Is the complainant formally notified in writing by the IG of the approved results of the investigation or investigative inquiry?
	
	
	√
	√
	N/A
	N/A
	Evidence demonstrated with random review of five records or in NIGHTS.

	NAVINSGEN Policy Memo 2011-002, ¶2
	Are subjects’ and complainants’ names entered in the subject and complainant fields in NIGHTS as soon as they are identified?
	
	
	√
	√
	√
	N/A
	Evidence demonstrated with random review of five records in NIGHTS.

	NAVINSGEN Policy Memo 2011-002, ¶2
	Is the name of the subject or complainant not entered in the complaint summary field or any other field, regardless of the course of action, unless the name(s) of the subject(s) are also entered in the subject field?
	
	
	√
	√
	√
	N/A
	Evidence demonstrated with random review of five records in NIGHTS.

	NAVINSGEN Policy Memo 2012-002, ¶2
	Is the full social security number (SSN) for the Subject of a complaint entered into NIGHTS as soon as reasonably practical after a Subject has been identified and that Subject’s name has been entered in a NIGHTS Subject Name Field?  If the NIGHTS case is closed without contacting the Subject, it is not necessary to contact that Subject simply for the purpose of confirming the SSN.
	
	
	√
	√
	√
	N/A
	Evidence demonstrated with random review of five records in NIGHTS.

	NAVINSGEN Policy Memo 2013-001, ¶4
	Are DoN Hotline Program investigations conducted ONLY with the approval of the NAVINSGEN?
	
	
	√
	√
	N/A
	N/A
	Evidence of written approval from NAVINSGEN.

	NAVINSGEN Policy Memo 2013-001, ¶5
	Is written consent to release the complainant’s name outside the IG channels obtained from the complainant prior to referring a case without an investigation to a local Commander to determine if a Command-directed inquiry is warranted?
	
	
	√
	√
	√
	N/A
	Evidence demonstrated with random review of five records in NIGHTS.

	NAVINSGEN Policy Memo 2013-001, ¶5
	If consent is not obtained from the complainant to release their name outside the IG channels, is a summary of the complaint, but not an exact copy of it, provided to the command?
	
	
	√
	√
	√
	N/A
	Evidence demonstrated with random review of five records in NIGHTS.

	NAVINSGEN Policy Memo 2013-001, ¶6
	Are all DoN Hotline Program investigations completed within 90 days of receipt of the complaint?  If not, is a Progress Report uploaded requesting an extension?  Reports of investigation must undergo a legal review and be received and approved by NAVINSGEN within that 90-day period.

	
	
	√
	√
	N/A
	N/A
	Evidence demonstrated with random review of five records in NIGHTS.

	NAVINSGEN Policy Memo 2013-001, ¶7 and Encl. (1), ¶11 
	Are all DoN Hotline Program Reports of Investigation reviewed by a DoN attorney (e.g., staff judge advocate or Command counsel) for legal sufficiency?
	
	
	√
	√
	√
	N/A
	Evidence demonstrated with random review of five records in NIGHTS.

	NAVINSGEN Policy Memo 2013-001, 
Encl. (1), ¶2
	Are all contacts with a DoN Hotline Program Office recorded in NIGHTS at the Command in which they are received within three (3) business days of receipt?



	
	
	√
	√
	√
	N/A
	Evidence demonstrated with random review of five records in NIGHTS.

	NAVINSGEN Policy Memo 2013-001, 
Encl. (1), ¶2
	Is the NIGHTS Case Notes section fully utilized to document any actions taken to address the contact, including but not limited to decision milestones, investigative decisions and activities, and legal sufficiency and higher IG reviews?



	
	
	√
	√
	√
	N/A
	Evidence demonstrated with random review of five records in NIGHTS.

	NAVINSGEN Policy Memo 2013-001, 
Encl. (1), ¶2
	If the contact information indicates credible allegations against a senior official [Flag Officer (O-7 selectees and above) and Senior Executive Service (SES and equivalent) civilian employees], is the matter referred to the NAVINSGEN Special Inquiries Division and the NAVINSGEN Hotline and Investigations Division without entering the case in NIGHTS?



	
	
	√
	√
	√
	N/A
	Evidence demonstrated with random review of five records in NIGHTS.

	NAVINSGEN Policy Memo 2013-001, 
Encl. (1), ¶4
	Are DoN Hotline Program contacts closed within 30 days of receipt, including all appropriate action taken/documented in NIGHTS, unless authorization from NAVINSGEN is obtained to conduct a full investigation?  This includes contacts that are resolved as assists; that are transferred, referred, or dismissed; or in which a Preliminary Inquiry (PI) is conducted.







	
	
	√
	√
	√
	N/A
	Evidence demonstrated with random review of five records in NIGHTS.

	NAVINSGEN Policy Memo 2013-001,
Encl. (1), ¶5
	If the information in a DoN Hotline Program contact warrants the conduct of a PI, or a full investigation without a PI, is a request for authorizations submitted to NAVINSGEN & the case transferred in NIGHTS within five business days of receipt?






	
	
	√
	√
	√
	N/A
	Evidence demonstrated with random review of five records in NIGHTS.

	NAVINSGEN Policy Memo 2013-001, 
Encl. (1), ¶12
	Are all completed ROIs, regardless of finding(s), provided to NAVINSGEN for review (via uploading the ROI into NIGHTS and notifying the NAVINSGEN case manager that the report is ready for review) before giving the ROI to a Commander or other decision-maker for the purposes of addressing issues of accountability?  The NAVINSGEN will approve the ROI for release to the Commander or will identify deficiencies that must be addressed within 10 business days.  Any deficiencies identified by NAVINSGEN must be addressed within 10 business days of receipt of the results of NAVINSGEN’s review.
	
	
	√
	√
	N/A
	N/A
	Evidence demonstrated with random review of five records in NIGHTS.
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