Online Internal Affairs Form

Internal Affairs Complaints Online
Accessibility

In 1991, the Attorney General issued Internal Affairs Policies & Procedures (IAPP), which established
statewide standards for the operations of IA units in New Jersey. In December 2019, as part of Attorney
General Excellence in Policing Initiative, Directive 2019-5 . [add link to the directive] directed that law
enforcement agencies implement a number of changes to the IAPP, including changes in the manner in
which complaints must be accepted.

Strengthens procedures for accepting reports of alleged misconduct. To standardize reporting of
complaints, the revised IAPP includes a standardized civilian complaint form that must be made available
in multiple languages in all department offices and websites. § 5.1.4. See Appendix C.  The revised
IAPP also clarifies that agencies must accept complaints from undocumented  immigrants and should
establish systems for the receipt of complaints by telephone or email, and that officers are
prohibited from affirmatively warning complainants that they may face consequences for filing a false
report. §§ 5.1.1, 5.1.2, 5.1.5. Alleged violations of directives issued by the Attorney General or
relevant County Prosecutor must also be handled through the Internal Affairs process. § 4.1.3.

A recent audit from the Office of the State Comptroller! highlighted widespread deficiencies in the
availability of the Internal Affairs Complaint Form including: a lack of availability of the forms, forms only
available in English, no way to submit forms (online or otherwise), outdated forms, prohibited warnings
and sworn statement requirements.

Directives of the Attorney General have the force of law on law enforcement and must be followed. In
addition, to build and maintain public trust, law enforcement agencies must implement mechanisms for
identifying and investigating allegations of misconduct within their ranks.

The Office of the Attorney General has put this document together to provide guidance on how to correct
any deficiencies in this regard.

Most up to date Internal Affairs Form

WWW.njoag.gov/iapp

The URL address above is the online homepage of the Internal Affairs Policies & Procedures (IAPP). Any
and all updates to the policies and any associated forms and documents will be available there. The
current version of IAPP, which went into effect on November 15, 2022, is known as the “November 2022
IAPP” and includes an appendix of fifteen sample forms and documents. These documents provide a
standard information sheet and a standard internal affairs form. Both of these documents have been
translated into Arabic, Chinese, Haitian, Hindi, Korean, Polish, Portuguese, Spanish, Tagalog, and
Vietnamese.

! See: https://www.nj.gov/comptroller/reports/2023/20230503.shtml



http://www.njoag.gov/iapp
https://www.nj.gov/comptroller/reports/2023/20230503.shtml
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Availability of forms online

e Agencies can download all of the forms from the IAPP website and post them to their own website
so that members of the public may complete the forms. The forms are available in a word
document or PDF.

e The Internal Affairs form should be easily located on an agency’s website. Agencies should include
a link from their homepage to file a complaint.

e Agencies should customize the documents with their agency name and contact information-
phone number and/or email for the public to reach out to.

e Agency websites should include explicit directions for how to submit completed forms to the
agency. This can be an email address, mailing address, fax number, hand delivery or an online
submission feature.

Online Submission of forms

Some agencies in New Jersey have software that creates an online submission for internal affairs
complaints. Agencies are welcome to use whatever software they have as long as it complies with the
IAPP.

Creating a JotForm from the Attorney General JotForm

At the Office of the Attorney General, we have created an online submission for Internal Affairs complaints
for our own law enforcement officers (https://www.njoag.gov/iapp-complaint-form/ ). This form is
available in multiple languages (click the drop down on the top right corner). This form was generated in

JotFrom, an online form builder tool, that is available at multiple price points- including a free version.
Any agency using JotForm can import the OAG IA Form and link or embed it on their own website.

If you are interested in utilizing the JotForm created by the OAG follow the instructions below.

In addition, on May 16" at 1pm, there will be an online forum to help walk through that process. Log
in details will follow.

JotForm Import Jotf
After creating a JotForm account, log in and click “Create Form” in the [kd otrorm  MyForms

top left corner of the landing page on JotForm

MY FORMS

I All Forms


https://www.njoag.gov/iapp-complaint-form/
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From there, users have a few options to create a form. Click “Import Form”.

Create a Form

Create or import a form to start gathering data

+ © O

Start From Use Template Import Form Create Signable
Scratch Document
Choose from Convert an existing
A blank slate is all 10,000+ premade form in seconds Collect e-signatures
you need forms

You may import a form from a webpage, from a form you already have, or from a PDF form. For this, you
want to select “From a web page”.

Import Form

Import existing forms into your Jotform account in seconds

From a web page Clone your existing form Import PDF form
Import a form from any page Create a copy of one of yvour Convert your PDF form to an
existing forms online form
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When you click on “From a web page” a field will appear, paste the following web address into the field:
https://form.jotform.com/231078984748068 . Click “Create Form”

Import Form

Import existing forms into your Jotform account in seconds

From a web page Clone your existing form Import PDF form
Import a form from any page Create a copy of one of your Convert your PDF form to an
existing forms online form
Enter URL

https:/form jotform.com/231078984748 O&BI

JotForm will import the entire form, including all translations.


https://form.jotform.com/231078984748068
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Editing the Form
YOU MUST:

-Change the agency name information and contact
information on page 1 on all languages. Double click INTERNAL AFFAIRS REPORT FORM
the text you want to edit, or click on it and the following
. . . . This form is to be used only for complaints about law enforcement
bUttons WI” appear' C|ICk the penc"' YOU can then edlt officers working for the Office of the Attorney General, including the

t h e text Divisien of Criminal Justice, Office of Public Integrity and
. Accountability or the Office of the Insurance Fraud Prosecutor.

Complaints about local or county law enforcement officers should be
directed to the employing department.

This form is to be used only for complaints about law
enforcement officers working for the Office of the
Attorney General, including the Division of Criminal
Justice, Office of Public Integrity and Accountability or
the Office of the Insurance Fraud Prosecutor.

Complaints about local or county law enforcement
officers should be directed to the employing
department.

P 51/65536

Edit Translations
To edit translations, or add new ones. Click “Settings” at the middle navigation pane.

BUILD » SETTINGS PUBLISH

Click “Show More Options”
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And then scroll down to translations. Click “Edit”
Translations
Make your form available in multiple languages.

To add a new language, click “Add form language”. To edit one of the current languages, hover over the
language and click the pencil icon.

TRANSLATIONS
Make your form available in muttiple lsnguages

LANGUAGES SETTINGS

e Add form language ‘

o Add form language

Spanich (Latin America) u

Chinese

Spanish (Latin America)

Arabic

Hindi

Korean

R S
g & H

H] = & g
8

Vietnamese
Vietnamese

Filipino

Filipino

Polski

g
£

Portuguese (Brazil) Portuguese (Brazil)

Haitian Creole

Haitian Crecle
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The translations imported from the J & owms 0 ¢ BRSO
OAG’s version of the form. But you will
need to edit to include your agency
name. The translation page shows the ETTIED NTERNAL AFFATES REPORY £
English and other languages next to each

other. Find the text you need to edit and
make any changes. When you’re finished,
click on the arrow. Your changes save
automatically.

EMAILS

Sand sutorsspandars snd noti

INTERNAL AFFAIRS
° THANK YOU PAGE REPORT FORM
Show page sfter submirsion

FORMULARIO DE INFORME DE ASUNTOS INTERNOS

Aris

Seguir

APPROVAL FLOWS This form is to be used only for complaints about law enforcement
ing for the Office of the Attorney General, including the

Croste an approval flaw

y or the Office of the Insurance Fraud Prosecutor.

JOTFORM SIGN
Pawar your forme with Jatfarm Sign

bout local or county law enforcement officers should be.

MOBILE NOTIFICATIONS

e

Este formulario debe usarse solo para quejas sobre agentes del orden pliblics

que trabajan para la Oficina del Fiscal General, incluida la Division de Justicia
Penal, la Oficina de Integridad Publica y Responsabilidad o la Oficina del Fiscal
de Fraude de Seguros. Las quejas sobre los agentes del orden publico locales
0 del candado deben dirigirse al departamento de empleo

Civilian Complaint Information Sheet

Set Up Email Notifications
To set up email notifications, Click “Settings” at the middle navigation pane.

BUILD » SETTINGS PUBLISH

Your form is set up to send a notification to the email address entered on the form (if entered). You can
also send a copy of the form to an email address for your agency. Click “Emails” on the left side menu.
Hover over “Notification 2” and click the pencil to edit.

FORM SETTINGS n MEW EMAIL

Customize form status and propertios Please select an email type below to create your email

‘ 0 Add email
EMAILS

Sand sutorsspandars and notifications

AUTORESPONDER 1

CONDITIONS & Jotform wp Emai

Sot up sonditional logis

Jotform opia.siu@njdcj.org, +2 more recipients

THANK YOU PAGE

Show page after submission
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The email will open up—
you can edit any of the g3 FORM SETTINGS NOTIFICATION 2 ~

. . . Customize form status and properties ( = Receive an email when someaone fills out your form
fields if necessary (it

houldn’t be). The {
shouldn’t be). The = EMAILS

indicate the form field Email Subject * @ Form Fislds ~
that will display in the OO neEw suokssion: (EEHED

email. Click “recipients” ot

on the top part of the O oo et

email.

ae INTEGRATIONS 7 Jotform

APPROVAL FLOWS

e {form_title}
JOTFORM SIGN Full Name {fullName}
Fawar your forms with Jotform Sign

Address {address}

YOU MUST REMOVE THE Cormin st o oo
OPIA EMAIL ADDRESS.

Please add the email
address for your agency that you would like the notification of a complaint to go to. You can change this
at ANY TIME as needed. Click “Save”.

FORM SETTINGS

Customize form status snd propertios (

NOTIFICATION 2 »

Receive an email when someone fills cut your form

~

EMAIL RECIPIENTS ADVANCED

EMAILS

Send sutorespanders and notifications

Sender Name

CONDITIONS Jotform

Sot up senditionsl logia

Reply-te Email
THANK YOU PAGE

Show page after submission Email
INTEGRATIONS Recipient Email *
Conneat your form to other apps
¢ opiasiu@njdej.org aleft

APPROVAL FLOWS

Create an approval flaw m

JOTFORM SIGN

Fower your forms with Jotform Sign

MOBILE NOTIFICATIONS

Customize mobils app notifioations
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Sharing Your Form
To share the link for your form or get an embed code to put your form directly into your webpage, click
“Publish” at the middle navigation pane.

BUILD +» SETTINGS PUBLISH

To get the link, copy the link from the “Link to Share” field.

BUILD SETTINGS PUBLISH

7] QUICK SHARE P DIRECT LINK OF YOUR FORM
& Diract farm link and social shars. Your form is securely published and ready to use at this ad
EMBED LINKTO SHARE ( & Public Form ) £ Settings
Variaus wobpags ombad aptions
@ https:/fform jotform.com/231274520322141 '

Assign your forme to othare.

INVITE BY EMAIL 7,

& To: Enteremails

SHARE FORM
PLATFORMS Share your form link in various social posts and through email

mm
LR+ Viewmorss
=i

3rd party publish optians.

CREATE APP

Create an app to store all of your forms in one place and easily share CREATE APP

them with others. Start with this form!

To get the Embed code for your webpage, click “Embed”. Work with your web developer to ensure you
have the correct formatting to embed the form:

& QUICK SHARE P EMBED

Dirset form link and soeial share_ Copy and paste this snippet to your code and put your form on your website.

EMBED

Varizus wabpags smbad options

, ASSIGN FORM

Assign your forme to othars.

SOURCE CODE o

You san slsa downlosd a 0a

IFRAME
. PREFILL Use thie sads in orer ta smised your form in an iFrame within your page °
" Pre-populate your forms.
WORDPRESS
PLATFORMS ol ©

3rd party publich options.

FEEDBACK BUTTON [

Triz cods will placs & butten slignad to & sids of the tarssn. Just aopy snd pasts!

8 POP-UP o

Embed the code sbove as @ fink or @ butten to have your form pap-up in a new windaw.

LIGHTBOX o

Use thic cade to have your f
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Downloading Submissions

On the main page of JotForm, hover over your form & Click “More”. On the middle pane, under “Data”,
click “Submissions”.

—  Clone of INTERNAL AFFAIRS REPORT FORM

The default view is a spreadsheet. Click “Download All” to download all submissions received. Open the
spreadsheet in your browser. Remember, individual submissions will also be emailed to the email

addresses you designated for your form.

Fiter ¥

@ SebmissionDate % | @ Full Name | @ Address @ City,State © | @ Preferrcd Method of Contact  ~ |\, Phone. « | @ Email ~ @oos © | @ Offcerty)

© o0

© @ BadgeNo. | @ IncidentSite © B Date/Time

10
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