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1.0 PURPOH 

To establish standard procedures for governing an lnmate grievance system 
which will achieve the following objectives: 

~ 1 Reduce inmate frustration and the need to resort to unacceptable 
behavior by providing an effective and credible mechanism for 
Inmates to voice a grievance and receive a prompt, meaningful 
response from administration . 

. z Improve Institutional management, control, ano conditions by 
establishing a mechanism which will Identify Institutional problems 
and afford a means for corrective action . 

. 3 Reduce inmate litigation by establish1ng a system which will 
encourage its full utlllzat1on to resolve valid and justified 
grievances before resorting to the Courts . 

• 4 Promote a more credible and effective inmate grievance system and 
improve staff/Inmate relationships and co11111unlcation by establishing 
a mechanism which will promote inmate Involvement and commitment to 
the grievance process. · 

2.0 REFERENCES ANO DEFINITIONS 

. 1 B9fergn11es 

. 2 

a. The Civil Rig~ts of Institutionalized Persons Act, 42 U.S.C. 
Sec. 1997. Standards for Inmate Grievance Procedure 28CFR 
§40.3.l. 

b. Oepartmental Polley and Procedures Ma~ual, 493.12.02, Inmate 
Access to courts, Leoal Services. and Legal Materials; 
493.12.04, Access to Oiabudsman. 

c. Alltltttl-1-stattn Rules of Beputaien~ ef Publ1 e Safe~y, 
S~ter s, Administrative Remedy af 'ClllliHflMs. 

') <;.odio,, ""'"""'·'- , 0"1"'.· ot Pi.I.ii.. ~J ""'1 
Def! n I ti ons ">-) !>•Gha. -a"'-'t.> Q. • D"""!>.- o4 Pu.l.li.. t;l~f<l1 J Pow<>C!> 04tof Du/:ua . 
a. Inrnate Grlay1nce Specialist - Person designated to track, 

process, and assign Complaints/Grievances to the designated 
person for response/resolution. 

of 
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b, Complaint - A complaint 1s a spedfic allegation of wrongdoing, 
allegedly to have occurred within a facility against another 
person or persons .. 

c. Grievance - A grievance Is an injustice or unfair treatment an 
inmate/ward believes has been inflicted as a result of 
inconsistent, coercive, or disciplinary app·ttcatlon of a policy 
or rule by correctional personnel or the Adjustment or Program. 
Committee. 

d. Appeal - An appeal Is a process whereby an Inmate initiates 
further action within 11mih defined herein if dissatisfied 
with the disposition of the COlll!llalnt/grievance, disciplinary 
action, or classification action. 

e. Hearing - A hearing is a scheduled meeting wherein information, 
relevant evidence, or witnesses' testl1110ny may be presented to 
assist in the adjudication of a COflllllaint/grievance, 
disciplinary action appeal, or classification action appeal. 

f. 

g. 

Inmate - Any person confined within an institution of the 
department who Is either sentenced, pre-sentenced, or pre-trial. 

Informal Oiscusslon/Resolution - Action taken or discussion 
held to solve a problem or relieve a situation without formal 
process, to reach a result acceptable to all parties. 

h. Oepartment Inmate Grievance Officer - Person designated by the 
Director to administer the department grievance system. 

I. Institutional Policy or Practice - Any policy or practice which 
has general applitablllty to the Inmate population. 

3 .O POLICY 

.1 Every Inmate urnler the jurisdiction of the Hanli Correctional 
System shall be provided an opportunity to submit written grievances 
to a designated official. A prompt resolution of an Inmate 
grievance, supported by well considered reasons, Is essential in 
order to ensure the rights of the Inmate and to ease any sense of 
frustration and ill-treatment • 

. 2 All Inmates shall be entitled to Invoke the grievance procedure 
regardless of any disciplinary, classification, or other 
administrative or legislative decision to which the Inmate may be 
subject. Grievance procedures shall also be accessible to those 
inmates who are Impaired or handicapped. · 
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.3 Inmates shall not be punished, disciplined, or denied any privileges 
when they 1nvoke the grievance or appeal process. 

,4 Staff members shall not refuse to process a grievance on the grounds 
of invalidity or triviality. 

. s Inmate and staff shall be provided a role In the grievance process . 
Inmate and staff opinion shall be solicited for grievances 
challenging Institutional policies and practices. 

4.0 ADMINISTRATION OE SYSTEM 

. l £ach facility Inmate Grl.evance Speclal!St shall be ass1gned by the 
Department Inmate Grievance Officer. The responsibility of the 
posit1on shall be, but ls not limited to, the follovln;: 

a. Insure that all grievances are recorded on the computer and 
tracked through each step of the grievance process. 

b. Screen all Inmate grievances. This screening shall take place 
prior to submittal to the first level of resolution. and shall 
decide what action should be taken to expedite the grievance. 

' 
I) Assign the grievance for investigation and response to the 

designated p_erson. . 

2) Forward emergency grievance& to the Facility Administrator 
for Immediate response. 

3) Determine If the grievance requires inmate and staff 
participation. 

4) Post synopses of grievance requiring inmate/staff 
participation and solicit opinions. 

5) Ensure that all grievances and ilppeals are being responded 
·to wl th! n the spec! fled time 1 iml ts. 

6) Periodically evaluate and report on the performance of the 
facility grievance system, and provide documented 
specifics. 

7) Ensure the Integrity of .the facility grievance system. 

8) Investigate grievances or perform other duties as assigned. 

9l Submit monthly report to Department Inmate Grievance 
Officer. 



( 

INMATE GRIEVANCE AND APPEALS PROCESS 

(-~1- ... __ .._ _____________ _ 

Controls Oyer the position 

This position receives general and technical supervision from the 
Department Inmate Grievance Officer, It receives direction from the 
Facility Administrator o~.matters relating to security, facility 
operations, and policies and procedures . 

. 2 The Departmen.t Inmate Grievance Officer shall be re11ponslble for: 

a. ·Monitoring all facilities for compliance with departmental 
grievance procedures. 

b. Ensure that all grievances and appeals are being responded to 
within the specified time limits. 

c. Annually develop an evaluation report concerning the 
performance of the grievance system at all fac1littes. 

d. Training of staff 1n all matters relating to the grievance 
procedure. 

e. Report to the Director, on a lllOnthly basis, the health and 
effectiveness of the grievance procus . 

. 3 INHATE AND STAFF PARTICIPATION IN RESQLUTIQN OE GRI~NCE 

Inmates and employees are provided a role In the operation of the 
grievance system at each Institution. Each facility shall be given 
the flexibility to choose from two (2) systems of partfc1pat1on. 
The Inmate Grievance Speclallst Is required to soltclt opinions from 
inmates and staff on grievances challenging general policy and 
practices. If a grievance challenges an Institution policy or 
practice and the inmate objects to the participation Of other 
Inmates and institutional staff In the resolution of the grievance, 
th• inmate may indicate such objections on. the grievance form. 
Inmates are not aHowed to participate in the resolution of any 
other inniates ·grievance over the objection of the griavant. One or 
both of the following systems may be used after 1t has been 
determined that Inmate and staff participation shall b~.sollclted. 

Option 1 

a. A synopsis of th• grievance, without the name of the 1nma.te, 
sha11 be posted in each housing unit and other prominent areas. 
that are accessible to Inmates and staff. Staff and inmates 
shall be asked to submit their opinions In writing, to the 
Inmate Grlevance Speclallst wit.bin five (5) calendar days. The 
Inmate Grievance Specialist shall compile the results and based 
upon his/her ~udgement, recommend one (1) of the following; 
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1) 

2) 

3) 

no change to the existing policy; 

delete the policy or practice; 

change or modify.the policy or practice. 

Th1s recommendation may be challenged on appeal by the grlevant. 

Option 2 

b. A synopsis of the grievance. without the name of the Inmate, 
shall be posted in each housing unit and other prominent places 
that are accessible to inmates and staff, Using. 
Complaint/Grievance Form No. 8250, the Inmate Grievance 
Specialist shall randomly select three C3l Inmates and three 
C3) staff to solic1t their opinions. The Inmate Grlevanca 
Specialist shall comp11e the results, and based upon his/her 
judgment, shall make one of the following reco111111endatlons: 

ll . no change to axlstlng policy or practice; 

2> delete the policy or pract1ce; 

3) change or modify the po11cy or practice. 

This recornnendat1on may be cha11enged on appeal by the gr1evant. 

c. In all 1nstances, the funct1on of inmate and staff 
participation In the resolution of gr1evances shall be to help 
solve problems - not to judge gu11t. 

d. Inmate and staff part1cipat1on may take place at any level In 
the grievance process but at mfn1mum must ta~e pJace at the 
f1rst level. Before a final dects1on in resolving a grievance 
is reached at any level, the advice of staff and Inmates shall 
be considered. The final decision shall st111 rest w1th the 
designated staff reviewer . 

. 4 LOG SYSTEH fQR IN!!AIE CQHPLAINT/GRIEVANCE 

a. The Inmate Grievance Spec1al!st shall keep a computer log of 
Inmate Complaint/Grievances and subm1t a copy of the completed 
log to the State Inmate Grievance Officer and to the Facility 
Administrator upon request. 

____ ,, ___ _ 
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b. All grievance records shall be maintained, at the facility 
whare the inmate Is housed, for a minimum of three C3l years 
after the final response is issued to the grlevant. If an 
lnma.te ts transferred their grievance records wll T be forwarded· 
to the Inmate Grlevan~e Specialist at the receiving facility. 
At a minimum, the records for each grievant shall contain; 

·1) Initial Grievance and RespQnse (DOC 8215); 

2) Appeals and Dispositions <DOC 8215>; 

3) I nves ti ga ti on reports; and 

4) inmate and staff advisory reports. 

c. The. State Inmate Grievance Officer shall submit monthly running 
log of complaints/grievances as well as a statistical breakdown-·. 
of all filed complaints/grievances to the Department of Public 
Safety Administration. 

d. The eomputer log statistics shall be used to identify potential 
problem areas in.inmate lllilnagement. The frequency of certain 
types of complaints/grievances may Point to areas in which 
policies. procedures. and/or practices need review and possible 
revision. 

e. The following subject headings shall be used in the logs to 
describe the subject of the complaint/grievance. 

1) Subject Headings: 

al Medical Services 

al. General services 
az. Dentht 
a3. Slow or no treatment 
a4. Other - specify 

b) Complaints against staff 

bl. ACOs - Security 
b2. Co1.1nselors 
b3. Unit Managers 
b4. Section Supervisors 
bS. Other Staff - specify 
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C) Facility Operations 

cl. Food 
c2. Clothlnf 
c3. Sanitat on 
c4. Personal property 
cs. L lbrary 
cs. Other - specify 

dl Disciplinary Hatters 

dl. Lockdown 
d2. seregtlon 
d3. Ad us ent Co111111tttee 
d4. Loss of Privileges 

el Conrnuntty Communications 

el. Hall 
ez. Telephone use 
e3. Visits 

,,.--. e4. Other - specify 
' .. f' f) conununity Programs 

fl. Furloughs 
f2. C0111111Un1ty treatment 
f3, Other - specify 

gl Program Assignments 

gl. Custody 
g2. Horkllnes - general 
g3. Workllnes - educa.tion 
g4. Other - spec I fy 

h) Urinalysis 

hl. Improperly done 
h2. Violated rights 
h3. Other - specify 

j) Transfers 

r· Within fac11 I ty 
2. Between fael II ties 
3. Ma.Inland 

"'I 

··--·----
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k) 

1) 

DI) 

n) 

p) 

Physical Facility 

kl. Maintenance 
k2. Con-s truct1 on 
k~. Store- . 
t4. i..undry 
k5. Other .: specify 

Legal 

11. Jail tl111e 
12. Detafners 
13. Sentence computation 
14. other - specify 

Other - Specify 

Business Office 

nl. Deposits 
nZ. Store Accounts 
n3, NarJr.11 ne PISY · 
n4. Money transfers . 
nS. Other - ipec: i fy 

Policy and Procedures 

p 1 • Securl ty 
pZ. lloustng 
p3. Pragrl!Rltlg 
p4. other - spectfy 

.5 Cpnfidentialftv/CoQtrolle!! Access 

Access to records and files of complatnts/grlevances shall be an a 
need to knoll basis as determined by the ln11ate Grievance 
Specialist. Records and ftles regarding the partlctpatlon of an 
Individual In grtevance proct•dl119S ahall not be available to other 
ln111tas or to tndtvlduals parttctpatlng In parole dec\s\ons • 

• 6 Ev•l u1t19n_ 

Monthly, For111&t1ve Statistical evaluations, usl119 dapa.rttnent MIS· 
CManagem•ht Information Systems>. COlllPUttr foT1111t wtll be · 
conducted. Evaluation$ wfll, a.t l lllinlmWll conta111 tha -following: 
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# Grleyance's 

Filed 
Open 
Closed 
Step 1 
Step 2 
Step 3 
Upheld 
Other 
Information Discussion/Resolution 
O;i.ys Receipt to Disposition 
Inm&tes Filing First Time 
Posted for Opinions 

·--

1. pf Tota 1 

Grievance Specialists will submit, a monthly narrative report or 
their Fadlltlu grievance process which w111 include the above · ·· 
statistics. 

Bevi aw 

Annually, ln July, each facility will review iU grievance ·. 
procedures. One Cl) wee~ prior to this review a questionnaire will 
be posted to solicit staff and inmate opinions of the grievance 
process. At a minimum, such a review will examine Inmate use of the 
grievance procedure and whether such use has resulted In meaningful 
consideration of complaints/grievances, and where appropriate, 
adequate remedies for grievances. Such evaluation/reviews will be 
submitted to the Director of Public Safety, State Attorney General, 
and the State Legislature. . 

Cprnmunf Gation of prqc1durg5 

a. An onl explanation of the grievance procedure ls to be given 
to each Inmate and eiaptoyee Open arrival at an Institution. 
Inmate Grievance Specia.ltst Is assigned the responsibility of 
training Inmates and staff on the grievance procedure · 
(493.12.03). 

b. The Inmate Grievance Specialist \s responsible to ensure that 
provisions are made for non-English speaking inma.tes, as well 
as for Impaired or handicapped Inmates. The written procedures 
shall be available In a linguage other than English if It Is 
found that a significant part of the population of an· 
lnstltutlon spe~s that languag1. 

------·--·-
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c. staff assistance shall be available for tho$e inmates who 
cannot prepare their grievances un-aidad . 

. 8 Bemed! es 

The grievance procedure "shall afford a grlevant a meaningful and 
just remedy. 

a. All grievances shall be co.nsidered in. view of the fol lowing in 
developing a remedy. 

1) Has the inmate made a claim that Implicates a right 
guaranteed by either the State or Federal Constitution or 
a State or Federal Statute or Ragulatian. 

2> Ha.s such a right in fact been_ violated or abridged. 

3) can the abridgement of the right be justified by a 
legitimate institutional Interest In order, security, or 
rehabi 11 tatl on. . 

4) Are there ways of protecting those legitimate interests 
!adequately while minimizing the abridgement of the 
claimed right. 

b. ~egal opinions and advice may be obtained from the Attorney 
General. Consult procedures outlined In DOC Policy, 493.01.19 
Clegal Opinions and Memorandums, Request Fonnsl. 

c. A standard range of meaningful femedles. shall be employed, 
although available remedies may vary AlllOng Institutions. All 
staff responsible for answe'r1ng a grievance shall use the 
following guidelines, as a minimum, in developing a response. 

1> Grievances which question the interpretation of a ·policy 
or procedure: 

Site authoritative opinions and Interpretations, whenever 
possible, such as opinions of the Attorney General or a 
bas1s In State or Federal lav. Explain what action vlll 
be tak.en, If necesu.ry, to further clarify the meantng or 
Intent of the policy or procedure. As an example, explain 
that policies will be revised or recomnendat1ons made for 
revision to clarify their Intent. If recOllll!lendatlons to. 
administration will be made for revising polltfes, explain 
vhat those recorrmendations will be. 
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2) Grievances which question the application of a policy or 
procedure: 

Explain what direction or Instructions wlll be given to 
relevant emplo~ee or employees to ensure they will 
correctly apply the policy or procedure: 

3> Grievances concerning an action of an employee or reprisal: 

If the grievance ls valid, so notify the Inmate and 
explain that disciplinary action will be taken against the 
employee. The type of action taken shall not be 
communicated to the lnma.te. 

4) Grl evancu concerning an action of another Inmate: 

Explain what measures will be taken to protect the 
grlevant, such as reassignment of housing of one or both 
parties. Also explain what action will be taken to 
protect the grlevant against reprisals. 

5) Grievances concerning classification or programming: 

Specify what action will be taken such as transfer, 
reduction of custody level, award of furlough, chang.e of 
I/Ork ass I gnment, etc. 

6) Grlevantes concerning time computation: 

Explain there 'Ifill be prompt re-computation with expedited 
processing of any privileges or Improvement in status 
which lliY have been lost as a result of any error in 
co111Putation. 

7) Grievances concerning loss of property under the custody 
and control of the facility: 

Specific prompt action will be taken such as return of 
property, replacement of property of equal value at time 
of loss, or monetary payment equal to value of property at 
time of loss, ·and so forth, 

8) Grievances concerning living and working condition&: 

Specify what steps '11111 be taken to 11M1edlately Improve 
conditions. If conditions cannot be immediately improved, 
explain the reason and what action wl 11 &t taken. · 
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d. No coercion, dlscr1minatian, reprisal, or any adverse action 
shall be· Imposed .upon inmates for filing a grievance or appeal, 
or upon staff members and inmates particlpat1ng .fn the 
resolution of gr1avances. io further promote th1s policy, the 
following practices. sball be followed: 

ll All Inmate gr1ev1nces Shill be kept confidential 
Creferenct statement 4.5 for further details). 

2l The Inmate's file that goes to the parole board shall not 
contain any record of grievances filed by the inmate. 

However, if an Inmate files a grievance that contains 
false accusations or statements made In a knowing, 
deliberate, and malicious attempt to cause Injury to 
another party, the parole board may be notified. 

3) Inmates may be held accountable for submitting grievances 
or appeals In vhtch there Is clear and convincing evidence 
of Intentional fabrication or distortion of facts . 

• 9 Grlevab!!ity 

a. Inmates shall be allowed to file grievances on the following 
matters: 

1) 

2) 

3) 

4) 

5) 

6) 

The Interpretation and 1pp11cat!on of 'departmental and 
i nstltutlona 1 poll c1 es,. procedures, and practices. 

The actions of staff and other Inmates that affect them 
personally. This shall Include the denial of access to 
t~e grievance procedure. 

Reprisals against an Inmate for filing a grievance or 
appeal under the grievance procedure, or for participating 
In an Inmate grievance proceeding. 

Any matter relating to the conditions of care and 
supervision vithln the Department of Public Safety that 
affect them personally. 

Disciplinary measures imposed by a Unit Adjustment Team or 
Adjustment Committee. 

Decisions made by a Unit Team or Program Cc11111tttee 
concerning an Inmate's program or classiflcatton. 
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7) Any other aspect of institutional lifa as it may affect 
the health. safety, well-being, and constitutional rights 
of an inate. 

b. In~tes shall not be. i!llOWed to ffl e complaints/grievances on 
the fo 11 owing ma tte'rs : 

1) State and Federal Court decisions; 

2> State and Federal laws and regulations; 

3> Parole Board decisions • 

. 10 Infgrma\ p15cu$11on/Resolutton 

a. 

. 

Each institution shall initiate an Informal discussion/ 
resolution procedure, utilizing his/her caseworker, through __ . 
which an Inmate is offered the opportunity to first.attempt to 
resolve their complaint/grievance directly with the responsible 

. staff members . 

b. Infol'lllal resolution of a grievance, by direct contact with the 
Inmate, should be attempted before the inmate files a formal 
grievance. Form No. 8216 (Informal Discussion/Resolution Form) 
is provided for this purpose. 

c. Informal Discussion/Resolution <Direct Contact> shall take 
place within (5) working days of initiation . 

. 11 EMERGENCV PRQCEQUAES 

A committed person •ay fontard a grievance directly to the Facility 
Administrator via privileged mall. 

a. If the Facility Administrator determines that their is a 
substantial risk of lnminent personal injury or other serious 
or Irreparable harm to the co11111itted person, the grievance may 
be handled on an emergency basis and the Inmate will 
lnmedlately be removed from the general population. 

b. The Facility Administrator shall respond to the co11111ltted 
person within three (3) working days of recelpt·of the 
grievance Indicating what action shall be or has been taken. 
nis decision shall be reviewed by the Division Administrator. 

c. The Division Administrator will provide a response within three 
C3.l working days of the receipt of the Facility Administrators 
decision. 
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. 12 Priylleged CoffiDlajnt•/Gr!evances 

a. If an inmate complalnt/grlevance ls of a ·sensitive nature, and 
there exists a reasona..blt bellef that punitive measures wl 11 be 
taken at the handLof, facility staff or other inmates, or would 
otherwise be adversely affected 1f It Is known at the facility 
that the complaint/grievance 1s being filed,. the Inmate may 
file directly with the appropriate Division Administrator via 
Pr! y1 leaed Ma! I. 

l) In such cases, the inmate must explain the spec I fie 
reason(s) for filing directly with the Division 
Administrator. 

2> The Division Administrator will send the Inmate a signed, 
dated acknowledgement of receipt of the 
complaint/grievance. 

b. The Division Administrator, upon receipt of a privlleged 
complalnt./grlevance, shall deter111ine whether In th1 uarclse of 
sound discretion, the eomplaint/grlevtnce should be heard at 
the Division level, or whether in fact the complalnt/grievance 
1s not appropriate for special treatment or should be routed 
through the normal procedures within five (5) working days from 
the day of the receipt of the complaint/grievance. 

c. The Division Administrator shall reply to the 
complaint/grievance either by Issuing a decision on the merits 
of the complaint/grievance, or Informing the Inmate and the 
appropriate Facility Administrator that the COllJ>lalnt/grlevance 
Is to be routed through nornial channels. 

d. Appeal to the Division Administrator shall be the ultimate 
recourse available to the Inmate within the administrative 
remedy process . 

. 13 FILING A GBiliJIANCE 

a. Each facility shall maintain tocked mailbo~es or .grievance 
boxes for Inmates to deposit completed Co!!lplalnt/Grlevance 
Forms 8215. 

b. The Complaint/Grievance Fol'lll shall be addressed to the Inmate 
Grievance Spaclallst and deposited In the living unit mailbox 
or other designated repository. · 
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c. Complaint/Grievance Forms 8215 may be Obtained from any living 
unjt staff upon request. . 

d. Complaint/grievances should address only ona tssue per form. 

e. Complalntslgrlevanca~·must be Individual In nature even though 
other inmates may be similarly tffected. · 

f. Staff or Inmate assistance may be available to those committed 
persons who cannot pr1pare their complaint/grievance un-alded 
as determined by Institutional staff. 

g. 

1) All committed persons shall be entitled to Invoke the 
grievance procedure regardless of their disciplinary 
status or classification. 

2l Each facl II ty sha 11 ensure tha.t the grl evance procedure Is ... 
accessible to committed persons who are Impaired or 
handicapped. 

Coll'lllitted persons must be informed of the grievance procedure 
at the admitting facility and l!;ly request further Information 
regarding the procedure from their counselors. 

ll The written procedure shall be available to all COQllitted. 
per.sons. 

2) A committed person unable to speak or read the English 
language may request that the procedure be explained In 
his own language. 

h. · Disciplinary action or reprisals may not be taken ag1lnst a 
co111111ltted person solely for using the grievance procedure. A 
committed person may submit a grievance alleging that a 
reprisa 1 has been made aga In.st hi miner. 

ll No person who Is directly involved In the subject matter 
of the complaint/grievance, or who was a member of the 
ad:lustment c011111I ttee whl ch heard a disc I pll nary report 
concerning the grievance, or who Is otherwise not 
·impartial may participate In the resolution of a 
compl1lntlgrlevance. 
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i. The complaint/grievance must be filed within fourteen C14l days 
·from the date on which the bash of the alleged compl1lnt · 
occurred unless It Is not reasonably feasible to file within 
such a period and the ~ustlflcat1on for the lata filing ls 

j. 

stated in the compl~~t1t/grievance. · · 

1> The basis for the complaint/grievance is the incident, 
occurrence, or action from which the Inmate seeks relief 
or remedy must be clearly stated. 

2J The reviewer may choose not to process a 
complaint/grievance not submitted within the deadline. 

In preparing complaints/grievances and appeals. Inmates shall 
avoid the use of profanity, threats of physical hann, and 
language which Impugns the character of a staff member or which 
delll9ans th'e race, ethnicity, physical appearance, sex, rellglon_·_ 
or national origin of a staff member. Grievances containing 
such language shall not be processed by the Inmate Grievance 
Specialist nor responded to at any step of the grievance 
process. 

k. Inmates who abuse the system may be dealt with on an individual 
buh. 

1. Inmates who provide false lnfonnatlon may be subject to 
disciplinary action • 

. 14 FILING STEPS 

Before filing a for111al.Complalnt/Grlevanee, a connltte~ person 
(Inmate) should make a good faith effort to lnfor111lly resolve a 
Complaint/Grievance. Tiie co~ltted person Cln111atel having reached a 
decision to ·file a formal grievance sht.\1 do the foUowlng: · 

a. Obtain Complaint/Grievance Form 8215 from any staff member 
Cforms are readily available). If the form Is not on hand, 
staff will. supply the c0111111tted person with a 
Complaint/Grievance Form as soon as possible, 

b. Committed person must fill out the form completely; 1.e., name, 
SID number, date, hou$lng urilt, etc:. Sta.ff or l11mate 
asshtance may be utl llzed for col!Qltted persons who cannot 
prepare their cOlllJ)lalnt/grlevanee un-alded, 

------··--·· 
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c. Take the completed Complaint/Gr·ievance Form 8215 to the housing 
duty officer who wl 11 : · . 

d. 

ll Check to see If the form is complete with name, SID 
number, date, ~Jgnature, housing unit, etc. 

2) If the form is complete, the offtcer will sign and date 
the Complaint/Grievance Form 8215 In the upper right-hand 
corner. 

3) Staff will not alter the fonn or refuse to accept $ame. 

4) The committed person will be given the designated "Inmate 
racei pt" copy for his/her records. 

The Inmate.will i111111edlately <under the watchful eye of staff) 
place th• Complaint/Grl.eva.nce Form 8215 in the locked mailboK 
or other designated repository. 

e. Staff persons responsible for mail will transport, on a daily 
workday, the unaltered complaint/grievance to the Facility 
Inmate Grievance Specialist for action. 

f. Where grievance repositories are made available, the facility 
Inmate Grievance Specialist, or his/her designated authorized 
representative, will be solely responsible for retrieval of all 
complaint/grievance forms from the respective repositories. 

g. The only exception to the above procedure will be the filing of 
Emergency or Privileged COmplalntJGrlevance (P&P 
493.12.03.4.11; 493.12.03.3.13). 

l) Privileged COlllPlaint/grlavances may be placed in a sea.led 
envelope, marked confidential. The envelope will then be 
dated and signed by the on-duty ACO. The Inmate will then 
place the sealed envelope In the designated repository. 

h. The staff person designated to answer the grievance has fifteen 
Cl5) working days from the date of receipt of the 
complaint/grievance In which to lnvastlgah and respond. (Oate 
of receipt shall begin from the date signed In the upper 
right-hand corner of Complaint/Grievance Fa1111 8215), 
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. l S APPEALS 

Step one C1l decision CUn1t Manager, Section Administrator, or 
his/her deslgnee). . . 
a. Inmate shall submit appeals of a step one decision on 

Complaint/Grievance Form 8215 within five CS> calendar days of 
receipt of step one.decision. The control .number from step one 
(1) grievance shall be placed In the space provided on 
Camplalnt/Grlevance Form 8215 of the step two appeal form. 

Appeal from a Unit Manager's/Section administrator Is to 
the Facility Administrator. 

b. The inmate shall submit a written statement regarding the basis 
of the appeal to the Facility Administrator. 

c. The Inmate Grievance Specialist shall verify the completion of 
the Inmate's Initial step and foT'llard copies of the following 
Information to the Facility Administrator: 

ll Copy of Inmate's original complatnt/grl•vance. 

Zl The decision of the step one complaint/grievance. 

d. The Facility Administrator shall: 

ll Conduct an Investigation: 

2) Conduct a hearing at 'fhlch the Inmate is given the 
opportun.lty to put forth thetr complaint/grievance, If the 
Facility Ad~lntstrator In the exercise of discretion deem$ 
such hearings proper In the Interest of justice; 

3) Sustain, modify, or overturn the decision of the lower 
decision maker< s>. . · 

•· The Facility Admlnl1trator has fifteen C15) working days from 
the day of receipt of the appeal In which to subtl+t a written 
response to the Inmate. Should the 15 working days elapse 
without the Inmate receiving a written response, an· appeal 
directly to the appropriate Division Administrator may be 
initiated. 
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f, Upon receipt of the Facility Administrator's ~rltten decision, 
the Inmate has up to five (5) calendar days to initiate further 
action if dissatisfied with the decision made by the Facility 
Administrator. 

g, Appealing the Facility Administrator's decision, 

1) The inmate shall appeal to the Division Administrator. 

2) The Inmate shall submit a ~rltten statement on 
Complaint/Grievance Form 8215 regardln? the basis for the 
appeal to the Division Administrator v a mailbox or other 
designated repository. 

3) The Inmate Grievance Specialist shall forward copies of 
the following Information to the Division Administrator: 

a> Inmate's original complaint/grievance; 

bl the decision of the Unit Manager or Section 
Adml nlstrator; 

cl the appeal statement to the Facility Administrator; 

d) decision of the Facility Adlllinlstrator. 

4) ·The Division Administrator shall give the Inmate a signed, 
dated acknowledgement of receipt of the appeal. 

5) The Division ~dm1nlstrator may: 

a) request additional Information from the facility; 

b) conduct an Investigation or hearing. 

6) The Division Administrator.has twenty (20)· working days 
from the receipt of the appeal In which to submit a 
written response to the Inmate • 

. 16 The decision of the Division AdMlnlstrator shall be final. 

a. Appeal to the Division Administrator shall be the ultimate 
recourse available to inmates within the administrative remedy 
process • 

--------·- - ·-

.. 
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. 17 Powers of the Administrative Reviewer(sl 

a .. Sustain, modify, or overturn the decision of the lower decision 
makerCsl. 

b. The Administrative Reviewer shall a.lso justify and explain all 
decisions in the written response to the inmate. 

c. The period of time for action by the reviewing offlclalCsl may 
be extended up to fifteen (15) work.Ing days upon a finding that 
the circumstances are such that the Initial period Is 
Insufficient to make an appropriate decision. The time 
extension must be agreed to by the inmate in writing . 

. l8 Procedure for appealing disciplinary decisions. 

a. Disciplinary measures imposed by an Adjust~ent CDllllllttee In 
accordance with the provisions of the Administrative Rules of 
the Department of Corrections 11 291 19 shall normally commence 
forthwith. The Facility Administrator, however, shall have the 
authority to hold such disciplinary measures In abeyance 
pending the Inmate's appeal If. the e.dministrator believes such 
action to be In the best Interest of the Inmate and/or facility. 

1) The Inmate who wishes to request a delay In the Imposition 
of dUclplinary measures shall, fn a letter, justl.fy to 
the Facility Administrator the reasonCs> why a delay· is 
necessary. The Facility Administrator shall respond to 
the Inmate In writing within three (3) working days. 

2) The Facility Administrator's.denial of the inmate's 
request to have the sanction held In abeyance Is 
gr1evable. The Imposition of the sanction will not be 
delayed, however, pending the disposition of the request. 

3) Grievances of this nature shall be processed as a. 
privileged c0111plalnt and shall be forwarded 111111edlately to 
the Division Administrator. The Division Administrator 
shall respond within five CS> working days from the day of 
receipt of the grlevante. · 
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Any loss of pr1v1leges and segregation time sustained by 
an inmate during the pendency of the appeal shall be 
credited to the Inmate and deducted from the original 
disciplinary measures Imposed by the Adjustment 
Team/Comm1ttee .. ln the event the Administrative Reviewer(sl 
rules against the 1nR1ate's appeal. 

b. All Inmates have the r1ght to seek admln1stratlve review of any 
dhcfpllnary action through the administrative. remedy process. 
Review shall be Initiated within fourteen (14) calendar days of 
the day of receipt of the disciplinary decision. 

c. 

d. 

e. 

The steps for appealing disciplinary actions: 

l l On-the-spot correction: Section Administrator or Unit 
Manager - Facility Administrator 

2) Decision of Unit Adjustment Team: Facility Administrator 

3). Decision of Facllitf Adjustment COlmlfttee: Facility 
Administrator - Div slon Administrator 

The Inmate appealing the disciplinary actlonCs> imposed shall 
file an appeal on Coarplaint/Grlevance Form 8215. 

Each Administrative Revlewer(s) shall: 

ll Receive the complete file of the case, Including, but not 
limited to: 

a> the Incident rep0rt: 

bl the Investigation report: 

c) record of the hearing. 

2) Evaluate all the written docu•ents submitted. 

3) Conduct an Investigation to obtain further Information 
when the record does not clearly establish: 

al the evidence upon which the disciplinary group has 
based Its decision; 

-------·----

.·· . 
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b) the reasonCsl for Imposing such disciplinary 
mtasure<sl. 

:: . 

4> Determine whether the dec1sion of the diselpllnary group 
was based upon &ubstant1al and adequate evidence and 
whether the disciplinary measures are excessive. 

f. The administrative revlewer(sl shall submlt·a written and 
signed response to the Inmate within fifteen (15) working days 
of the receipt of the appeal. Should the fifteen (15) working 
days elapse without the Inmate racelvlng a written response, ·an 
11.ppeal directly to the Dlv\slon Administrator may be initiated. 

g. 

h. 

1. 

j. 

~. 

Upon receipt of th revlewer's.declilon, tha Inmate has up to 
five (5) calendar days to Initiate further action If · 
dissatisfied with the dec1slon. 

If the inmate ln1tiates further action, a statement regarding 
the basis for the current appeal is re~uired. 

The facility shall submit to the reviewerCs) the complete case 
record of the ease on appeal. 

Upon receiving an unsatisfactory response from the Facility 
Administrator, the Inmate Is free to initiate further appeal 
actions . 

. Reviewing off1ela1s may extend for up to fifteen <15) wor~ing 
days if 1t 1s d.eter111I ned that the I ni tla 1 period Is 
Insufficient to make an appropriate decision. The grlevant 
must agree In writing to any extension. 

\. The decision of the Division Admln1strator Is final . 

• 19 Procedure for Appealing Unit Team or prggram Connlttee<s> pecl3lgn 

' a. Each ln11tte has the right to seek administrative review of the 
dec1slons .of .the Unit Team or Program Conlllittee directly 
affecting them. Revlell shall be Initiated within fourteen (14) 
calendar days of the day of receipt of the final decision of 
the Program COl!lllllttee. 

b. The process for appeal of Program Committee dec\s1on<sl: 

·--···----
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I> Pro9r1m Co111111tttee•s decision - Facility ~dmlnl strato• -
Otvlslon Administrator 

c. The proceu for ·appeal of Program Committee dee Is tons 1 s the 
samt u the process for appeal of dlsc1pllnary actions . 

. 20 Rtferra1 to Ag•ncles or Officials other than Departmental 

a. An Inmate should, but Is not strictly requ1reo to, first 
exhaust the administrative process set forth In this policy for 
the resolution of complaint/grievance before seeking aid from 
the Ombudsman or other agenclts or filing suits In court. 

b. Inmahs art advised that courts frequently req11lra evidence 
that administrative remtdles have been 1xh1ust1d before 
accepting jurisdiction over a CQ111Pl&lnt/grlevance. 

s.o Scope: 

This policy applies to all Deoartm1nt of Public Saftty facilities. 

Datt 

Cdoc OSSOsJ 


