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Command Name:

 POC:


References:
DODI 7050.01 Defense Hotline Program of 17 Dec 07
SECNAVINST 5370.5B DoN Hotline Program of 24 Nov 04
BUMEDINST 5041.6 Navy Medicine Hotline Program of 26 Apr 06
NAVINSGEN Policy Memorandum Number 2013-001 23 Apr 2013
	
                                                                                                          Echelon
	Reference
	Standard
	Yes
	No
	2
	3
	4
	5
	Comment


	BUMEDINST
5041.6  p. 4, para. 7b and encl (2)
	The command has established its own Hotline Program for the direct receipt of complaints at its level and develop the required program to properly handle incoming Hotline complaints. 
	
	
	x
	x
	x
	
	Evidence of command instruction/SOP

	BUMEDINST
5041.6  p. 4, para. 7b and encl (2)
	Commands shall establish a clear method to handle and process Hotline complaints up their respective chain of command. 
	
	
	
	
	
	x
	Evidence of command instruction/SOP




	BUMEDINST
5041.6  p. 8, para. 9a; 
	The command ensures that staff receives annual training on the purpose and objectives of the hotline program, and the process for filing a formal complaint.
	
	
	x
	x
	x
	x
	Evidence of  training outline, and % trained annually; recommend include in Command orientation

	BUMEDINST
5041.6  p. 8, para. 9a
	The command publishes Hotline Complaint Submission procedures.
	
	
	x
	x
	x
	x
	Evidence of brochures, bulletin boards, and/or command website.

	BUMEDINST
 5041.6  p. 8, para. 9a
	The command shall post local Hotline Program telephone numbers and points of contact in addition to those of their MEDINSGEN Regional IG and the MEDINSGEN using  the NAVMED 5041/1 Navy Hotline Program  poster with the widest dissemination.
	
	
	x
	x
	x
	x
	Evidence of hotline posters throughout command and branches/dets

	SECNAVINST 5370.5B, p. 6, para. 8a.
	The command has appointed in writing a full-time 06 or above commissioned officer or a GS 15 as the Medical Inspector General and reports directly to the Chief, BUMED on the organizational chart.
	
	
	x
	
	
	
	Evidence of appointment letter and organizational chart



	SECNAVINST 5370.5B, p. 6, para. 8a.
	With MEDIG concurrence, the command has appointed in writing a dedicated commissioned officer or civilian in the pay grade of 05 or higher or GS13, with the title of MEDINSGEN Regional IG who reports directly to the Commander.




	
	
	
	x
	
	
	Evidence of appointment letter and organizational chart


	BUMEDINST
 5041.6  p. 5, para. 8a and encl (2)
	With MEDINSGEN Regional IG concurrence, the command has appointed in writing a commissioned officer or civilian in the pay grade of 03 or GS 09, with the title of MEDINSGEN Hotline Program Coordinator who reports to directly to the Commander.

	
	
	
	
	x
	
	Evidence of appointment letter and organizational chart 

	BUMEDINST
5041.6  p. 6, para. 8a (3) and  Encl (6)
	The command should have a minimum of one certified series 1801 or 1810 investigator with appropriate number of investigators.
	
	
	x
	x
	
	
	Demonstrated evidence with investigator PD and AMD staffing document

	BUMEDINST
5041.6  p. 6, para. 8a (2) 
	 The Navy Medicine attorney(s) assigned to perform an investigative report legal sufficiency review(LSR) 1) has/have completed the required NAVINSGEN Online Basic Course located on NKO and 2) utilize the LSR guidelines from the NAVINSGEN website 3)receive annual refresher training from the BUMED JAG?

	
	
	x
	x
	x
	
	Evidence of training certificates

	BUMEDINST
 5041.6  p. 6, para. 8a (1)
	MEDINSGEN IG’s, Regional IG’s and approved Echelon 4 Hotline Coordinators who have investigative duties must be certified as a DON Investigator.
	
	
	x
	x
	x
	
	Evidence of training certificates and training history in   NIGHTS. 

	BUMEDINST
 5041.6  p. 6, para. 8a (1)
	All MEDINSG IG’s who are DON certified investigators are initially certified by successful completion of a NAVINSGEN approved investigation school within 6 months of assignment. 
	
	
	x
	x
	x
	
	Evidence of training certificates and training history in   NIGHTS

	NAVINSGEN Policy Memo 2013-001, p.1, para 4
	All preliminary and full investigations are conducted only with NAVINSGEN approval.
	
	
	x
	x
	x
	x
	Evidence of written approval from NAVINSGEN

	NAVINSGEN Policy Memo 2013-001, p.1, para 4, Encl 1,para 2
	All hotline complaints are entered into NIGHTS within 3 business days of receipt.
	
	
	x
	x
	x
	x
	Evidence demonstrated with random review of 5 records or in NIGHTS

	NAVINSGEN Policy Memo 2013-001, p.1, para 4, Encl 1,p2, para 5
	If the hotline complaint warrants a preliminary or full investigation, IG’s must submit a request for authorization to NAVINSGEN with a complaint analysis via NIGHTS document library.
	
	
	x
	x
	
	
	Evidence demonstrated with random review of 5 records or in NIGHTS

	NAVINSGEN Policy Memo 2013-001, p.1, para 4, Encl 1 p1,para 4
	All hotline cases are completed within 30 days of receipt, unless approved for investigation.
	
	
	x
	x
	x
	
	Evidence demonstrated with random review of 5 records or in NIGHTS

	NAVINSGEN Policy Memo 2013-001, Encl (1), p2, para 6
	All hotline cases are completed within 90 days of receipt of the contact, if approved for investigation.
	
	
	x
	x
	x
	
	Evidence demonstrated with random review of 5 records or in NIGHTS

	BUMEDINST
5041.6  p. 7, para. 8(4) (b)
	All military whistle blower reprisal (MWB) and improper command directed mental health evaluation (MHE) investigations are completed to include LSR’s within 180 days.





	
	
	x
	x
	x
	
	Evidence demonstrated with random review of 5 records or in NIGHTS

	NAVINSGEN Policy Memo 2013-001, Encl (1), p2, para 7
	Within 15 days of approval for investigation, an investigator is assigned who prepares a Investigation Plan in consultation with DON attorneys. 
	
	
	x
	x
	x
	
	

	NAVINSGEN Policy Memo 2013-001, Encl (1), p3, para 10
	If the timeline is exceeded for any hotline investigation, a progress report is submitted if it is a DoD investigation or a POAM if a NAVINSGEN investigation , reason why it is incomplete, and itemization of remaining investigative items required,
	
	
	x
	x
	x
	
	Evidence demonstrated with random review of 5 records or in NIGHTS

	No reference identified.
	If the timeline is exceeded for any hotline investigation, to include a MWB and MHE, the complainant is notified by letter.

	
	
	x
	x
	x
	
	Evidence demonstrated with random review of 5 records or in NIGHTS

	NAVINSGEN Policy Memo 2013-001, Encl (1), p3, para 13
	Navy IG investigative staff shall prioritize current and future investigations IAW list in NAVINSGEN Policy Memo 2013-001, Encl (1), p3, para 13 a-h.
	
	
	
	
	
	
	

	SECNAVINST 5370.5B, p. 9, para 9e
	All investigations of Commanding Officers (CO) in the pay grade of 0-6 shall have an LSR and a Flag Officer endorsement in the chain of command of the CO.
	
	
	x
	
	
	
	Evidence demonstrated with random review of 5 records or in NIGHTS

	SECNAVINST 5370.5B, p. 9, para 9d
	All investigations remain open until the corrective action is completed and documented.
	
	
	x
	x
	x
	
	Evidence demonstrated with random review of 5 records or in NIGHTS

	NAVINSGEN policy memo 2013-001
	When a case is closed without an investigation and is referred to a Commander for a Command directed inquiry, the identity of the complainant is not revealed w/o complainant consent.
	
	
	x
	x
	x
	
	Evidence demonstrated with random review of 5 records or in NIGHTS

	
Reference
	
Standard
	Yes
	No
	2
	3
	4
	5
	Comment


	BUMEDINST 5041.6 p. 10, para 9k
	All MEDINSGEN reports/associated papers shall be uploaded into NIGHTS document library.
	
	
	x
	x
	x
	
	Evidence demonstrated with random review of 5 records  in NIGHTS

	BUMEDINST 5041.6 p. 10, para 9k
	All MEDINSGEN reports/associated papers shall be maintained in hard copy format in six-part folders with 1)complaint 2) request for extension/progress reports 3) interview(s)/statement(s) with Privacy Act Statement 4) documents of evidence 5)appt letter 6)non-evidence general documentation
	
	
	x
	x
	x
	
	Evidence demonstrated with random review of 5 records. 

	. BUMEDINST 5041.6 p. 11, para 9k
	Case files are should be retained by the IG office that conducted the investigation for 3 years after the completion of the investigation and then sent to a federal records center.

	
	
	x
	x
	x
	
	Evidence demonstrated with random review of 5 records

	BUMEDINST 5041.6 p. 11, para 9 l
	Any report or correspondence relating to findings/results shall be marked “FOR OFFICIAL USE ONLY”.
	
	
	x
	x
	x
	
	Evidence demonstrated with random review of 5 records

	BUMEDINST 5041.6 p. 11, para 9 l.
	Any reports with personal identifying information shall be marked: “FOR OFFICIAL USE ONLY – PRIVACY SENSITIVE; any misuse or unauthorized disclosure may result in both civil and criminal penalties.”
	
	
	x
	x
	x
	x
	Evidence demonstrated with random review of 5 records

	BUMEDINST 5041.6 p. 11, para 9 m.
	Release of IG generated material to those w/o an official need to know will be IAW the Freedom of Information Act and the Privacy Act.

	
	
	x
	x
	x
	x
	Evidence of command instruction/SOP

	BUMEDINST 5041.6 p. 11, para 9 o.
	Prior to the assignment of prospective CO’s, XO’s, CMC’s, and official OIC’s, selectees will be screened by MEDINSGEN. If identified as a subject in an ongoing investigation, that information will be forwarded to the Chief, BUMED for consideration.  

	
	
	x
	
	
	
	Email correspondence from PERS/DSG and MEDIG

	Taken from JIG investigations guide. Need formal reference
	Subjects are 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. 
	
	
	x
	x
	x
	
	Evidence demonstrated with random review of 5 records or in NIGHTS

	Taken from JIG investigations guide. Need formal reference
	Complainant is formally notified in writing by the IG of the approved results of the investigation or investigative inquiry.
	
	
	x
	x
	x
	
	Evidence demonstrated with random review of 5 records or in NIGHTS
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