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Policy: It is the policy of The Arc of Monroe that business, administrative and support functions promote 

personal and organizational outcomes; and sound fiscal practices. 

Additional Information:  

Sometimes the government might do an investigation here at The Arc. It could be the federal 
government or the state government. If this happens, The Arc will cooperate. We might call our lawyers 
to help us decide the best way to do this. Any staff person could be involved in the investigation. We 
want to make sure that everyone does the same thing if this ever happens. This policy helps with that.  
 

The government has the right to do investigations here. The law says so. Most often, they will check to 

make sure we’re following the rules. They might also do an investigation if they think we aren’t 

following the rules. That could happen if they figure it out on their own or because someone told them. 

These investigations are different from the regular visits by state surveyors. Those happen pretty often. 

This policy is really about unusual audits or investigations. 

We could find out about an investigation by them giving us: 

 An investigative demand letter; or 

 A subpoena; or 

 A search warrant 

These would most likely be given to a manager or a receptionist. They could be given to any staff. An 

investigator can also just show up at a site. 

If it’s a more routine audit, we may just get a letter telling us that we will be audited. The NYS Office of 

Medicaid Inspector General sometimes does this. 

Anything that staff says to investigators will be on the record. This is true even if the conversation seems 

casual. Investigators sometimes do that. They chat with staff in a really casual way. Staff think the 

investigators are just being friendly so they say things they shouldn’t. Any conversation with the 

investigator should be considered like a formal interview. 

 

Procedure 

Task:  Responsible 
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 party:  

1. Staff need to cooperate with investigators. They need to be polite and 
professional. They should take their lead from management. 

All staff 

2. If a staff person is given anything to indicate that a governmental audit will 
occur, they should tell their manager. If their manager (or their designee) is 
not available – or they are a manager, they should tell one of the following: 
*The CEO: 972-2233 
*The COO: 271-0660 x1014 
*The CFO: 672-2220 
*The Chief HR Officer: 271-0660 x1653 
*The VP for Quality and Compliance: 672-2234 
*After hours – AOD2: 953-4479 

All staff 

3. Staff can ask to see the investigators’ official ID. Staff can share this with 
whomever they call. 

All staff 

4. Investigators should be asked to wait to look at anything until they can talk to 
one of the people listed above.  

Staff greeting 
the investigator 
or mgmt 

5. Staff can always put the investigator on the phone with one of the people 
listed above. 

Staff greeting 
the investigator 
or mgmt 

6. Staff cannot just start giving the investigator documentation or information. All staff 

7. Staff can’t do any of the following during an investigation: 
*Remove information the investigators want to see 
*Change or modify information they want to see 
*Create information they want to see 
*Destroy information they want to see 
*Lie about whether they know something the investigator asks about 
*Lie to the investigator about anything that has to do with the investigation 
*Get other people to lie to an investigator 
*Treat other people differently because of the investigation 
*Try and make other people act in a certain way with the investigators 

All staff 

8. We have procedures in place to destroy old documentation. During an 
investigation, we can’t continue to do that. A program being investigated 
shouldn’t destroy any documentation unless given express permission from 
the VP for Quality and Compliance, and he has cleared it with the 
investigators.  

All staff; VP for 
Quality and 
Compliance 

9. Staff need to stop working or stop touching agency information if the 
investigators tell them to. They need to do this even if they haven’t talked 
with one of the people listed above yet. 

All staff 

10. One of the people listed above will meet with the investigators. Members of 
program management might also be included in that meeting. In this meeting, 
we find out what the investigators want to look at and why. The VP for 
Quality and Compliance will be informed. We may also call our lawyers. 

Members of 
EMT, 
Management, 
VP for Quality 
and 
Compliance 

11. An investigator cannot search any Arc property without a search warrant 
unless we give them permission. This includes properties we lease. Staff are 

Member of 
EMT 
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not authorized to give permission for a search if they don’t have a search 
warrant. Only the CEO, COO, CFO or CHRO (EMT) can give that permission. 

12. If the investigators have a search warrant, they can begin their search and 
staff should not stop them. Staff can ask if they can wait until one of the 
people listed above shows up, but they do not have to.  

All staff 

13. During a search with a search warrant, the investigators may not just look 
around. They may also take items like documents, computers, etc. 

Investigators 

14. Management will provide direction to staff during a search: 
*EMT will identify a person who is the main contact for the investigator 
*Someone will be asked to go with the investigators. Their job will be to write 
down everything that the investigators look at. They should also write down 
what investigators and staff said to each other. 
*If investigators want to take copies of information, we will help make the 
copies for them. If they want to take originals, we should make a copy for our 
records. If they refuse, the EMT rep should be notified. 
*At the end of the search, the investigator should give the EMT rep a list of 
everything they are taking. 
*If the investigator wants to take computers, we will write down which 
computer(s) they are taking. We should get a receipt for them. 
*If investigator asks staff where information is and the staff knows, they have 
to tell the investigator. They can’t lie and say they don’t know. 

EMT 

15. Employees don’t have to answer other questions. They can ask to have a 
lawyer with them before they talk or answer any more questions. 

All staff 

16. An affidavit is a statement made under oath. A staff person should not sign an 
affidavit. They need to contact the EMT rep. Our lawyers will look at any 
affidavit before anyone signs them. 

EMT, Lawyers 

17. Investigators might suggest to staff that they talk with them. The might also 
ask for staff to agree to be interviewed. 

Investigators 

18. Staff need to remember: 
*Investigators can’t threaten staff to make them talk with them. Staff don’t 
have to talk with them right away. They can schedule something for later. 
They can also refuse to be interviewed. The only time staff would have to talk 
with the investigators is if the court makes them. 
*Staff can have someone with them during an interview. The Arc will pay for a 
lawyer if staff want one. It won’t cost the staff person anything. If staff want 
to hire their own lawyer, they would have to pay for that themselves. 
*Staff can talk with the investigator if they want. They should let the EMT rep 
know as soon as possible if they have. 

All staff 

19. Anytime staff talk with investigators, they should do the following: 
*Always tell the truth. 
*If they don’t know something, say they don’t know something. 
*If they aren’t sure about something, say they aren’t sure about something. 
*Only answer the question that is asked. If they ask a “yes/no” question, 
answer with a “yes” or “no”. Wait for them to ask additional questions. 
*Make sure you are clear in your answer. You don’t want them understanding 
something besides what you meant. 
*Let them know if you know something first hand or if you learned it from 

All staff 
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someone else. 
*Don’t speculate or guess. 
*Let the EMT rep know as soon as you are done. 

20. Staff cannot talk about the investigation with other staff without 
management permission. This is to make sure rumors don’t get started. 
Rumors can hurt the people we support, staff and the agency. 

All staff 

21. The EMT rep or the Arc Foundation should be told anytime the media tries to 
talk to staff. This includes if the media wants to talk to staff about an 
investigation. Staff cannot talk to the media about The Arc without 
management permission. This includes talking off the record.  

All staff 

22. The agency’s crisis communication plan will be implemented as appropriate in 
regards to the media. 

VP for Quality 
and 
Compliance 

23. The CEO or their designee will let the board chairperson know about the 
investigation. 

CEO 

24. The EMT will monitor the investigation. They will keep the compliance officer 
informed, and vice versa. 

EMT, VP for 
Quality and 
Compliance 

25. The EMT will respond to the investigation findings. Agency lawyers will help if 
needed. In some cases, our lawyers will respond for us. 

EMT, Lawyers 
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