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I. PURPOSE: 

The purpose of this policy and its administrative procedures is to provide an 
administrative process that offenders committed to the Department of Correction 
may use to resolve concerns and complaints relating to their conditions of 
confinement. 

IL POLICY STATEMENT: 

The Department shall develop an administrative offender grievance process that 
allows offenders to raise issues regarding the conditions of their confinement 
within the Department. It is the intent of the Department that staff is responsive 
to the concerns of the offenders and that offender grievances be resolved as soon 
as possible. Preferably offender grievances will be resolved informally and it will 
not be necessary to initiate a formal written grievance. 

The intent of the Offender Grievance Process is to provide a mechanism: for 
every offender to express complaints and topics of concern; for the efficient and 
fair resolution of legitimate offender concerns; and, for facility and Department 
management to be better informed and better able to carry out the Department's 
mission and goals. The Offender Grievance Process is not intended to interfere 
with or supplant existing channels of communication and the informal resolution 
of offender problems or concerns. It is anticipated that offender grievances will 
be resolved informally by staff attempting to meet and discuss the complaints 
prior to the offender filing a formal written grievance. 

All offenders shall be made aware of the offender grievance program during 
orientation to the Department and the facilities. The Department shall ensure that 
a copy of this policy and its administrative procedures is placed in various 
locations, including the Law Library, for ready access by the offenders. 
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The Department shall ensure that this administrative process provides: 

A. A fair and prompt decision and action in response to an individnal 
offender' s

1 

complaints; 

B. An available channel for hearing and resolving concerns of offenders; 

C. A management tool for administrators to keep informed of developing 
trends and specific problems so that they may be addressed in a timely 
manner; 

D. A means to lessen conflict between offenders and staff and offenders and 
other offenders; and, 

'1 

E. Administrative remedies to complaints in order to prevent litigation. 

Staff shall take no reprisal for an offender exercising in good faith the right to nse 
the grievance process. However, offenders who have been found abusing the 
grievance process may be restricted as to the number of grievances that they may 
have in the process at any one time. 

III. DEFINITIONS: 

For the purpose of these administrative procedures, the following definitions are 
presented: 

A Abuse: The use of the Offender Grievance Process in a manner other than 
in good faith, such as the filing of fiivolous, repetitive or retaliatory 
grievances. 

B. Appeal: The submission through the Executive Assistant of a grievance 
following :the receipt of a response at one level to a higher level of review. 

C. Department Offender Grievance Manager: The staff person in the 
Departmeht's Central Office designated by the Commissioner as being 
responsible for receiving and ensuring that offender grievance appeals are 
investigated and a response is returned to the offender and for the 
oversight bf the Offender Grievance Process . 

D. Emergency Grievance: A grievance filed by an offender based upon a 
situation or condition which presents a potential and substantial risk to the 
life or safety of the offender or when irreparable harm to the offender's 
health is ii;nminent. 
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E. Executive Assistant: The staff person at a facility who is designated by 
and reports directly to the Facility Head to oversee the operation of the 
Offender Grievance Process at t11e facility, including receiving, reviewing, 
logging, assigning a case number and ensuring an investigation is 
conducted and a proper response and resolution is made. 

F. Frivolous or Multiple Grievances: Repetitive grievances addressing the 
same issue where sufficient time for a response has not elapsed or where a 
response has been provided, unless there are continuing grievous 
violations of the same type or any remedy granted on a prior grievance has 
not been J1rovided within a reasonable period ohime or grievances with 
allegations or the remedy sought lacks any basis in fact. 

G. Grievance: A complaint by an offender on his/her own behalf relating to a 
problem or situation encountered during the offender's confinement or 
supervision by the Department of Correction. 

H. Informal Resolution: A resolution to an offender grievance reached by the 
complaining offender and staff without going through ilie formal Offender 
Grievance Process. 

I. Mainline::, The formal movement of offenders at mealtime, including the 
time wherl an offender is in line waiting on a meal in the Food Services 

I 

area. ' 

J. Remedy: A meaningful response, action or resolution to a grievance 
submitted by an offender. 

K. Reprisal: Any act or threat of action against anyone for the good faiili use 
of or participation in the Offender Grievance Process. 

L. Working Day: Monday through Friday, excluding any holidays recognized 
and observed by the State of Indiana. 

IV. PRINCIPLES OF THE OFFENDER GRIEVANCE PROCESS: 

The following principles provide a conceptual framework wiiliin which facilities 
shall provide and ',operate an effective grievance process: 

A. Emphasis ,shall be placed on the resolution of problems at the earliest 
possible opportunity and in as informal a manner as possible; 
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B. Each written grievance shall be answered in writing at each level of 
decision and review, including the reason(s) for the decision; 

C. Specific time limits are set at each level of review to ensure that 
grievances are responded to expeditiously; 

D. An assurance that good faith participation shall not result in retaliation by 
staff or offenders; 

E. Equal access by all offenders, regardless of classification, disciplinary or 
other administrative or legislative decision to which the offender may be 
subject; 

F. The griev~ce process is applicable to a broad range of issues or concerns; 

G. The grievance process contains an appeal system which allows an offender 
to request review by higher authority if not satisfied with a response 
received at a lower level; 

! 

H. Each new offender and staff member shall be given an introduction to the 
facility grievance procedure and copies shall be posted or made available 
to both offenders and staff; and, 

I. Remedies available through the grievance process may include the 
removal of an objectionable condition or a change in departmental policy 
or procedure or facility procedures. 

I 

V. USE OF THE OFFENDER GRIEVANCE PROCESS: 

Offenders may initiate the grievance process when an incident or issue affects 
them personally and impacts the conditions of their confmement. Examples of 
issues about which an offender may initiate the grievance process include, but are 
not limited to: 

A. 

B. 

C. 

The substance, interpretation and application of policies, procedures and 
rules of thb department or facility (including, but not limited to visitation, 
correspondence, staff treatment and medical/mental health, except those 
relating to' security matters); 

Actions of individual staff, contractors or volunteers; 

Acts of formal or informal reprisal for the good faith use of, or 
participation in, the Offender Grievance Process; and, 
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D. Any other. concerns relating to conditions of care or supervision within the 
department or its contractors, except as noted in these administrative 
procedures. 

Offenders need to be aware that some issues cannot be resolved by the 
Department or the facilities and the offender will need to proceed through other 

' channels in order i1o attempt to address these issues. Some of these types of issues 
are, but are not limited to: 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

Federal, state and local law; 

Court actions and decisions, including pre-sentence investigation reports; 

Indiana Parole Board or Indiana Clemency Commission actions or decisions; 

Parole Agent recommendations to the Indiana Parole Board; 

Classification actions or decisions (a separate Classification appeals process is 
in place for th(is purpose); 

Disciplinary actions or decisions (a separate disciplinary appeals process is in 
place for this purpose); 

' 

Contents of ~ievance or appeal responses from the Department Offender 
Grievance M<\11ager; 

i 

Complaints o~ behalf of other offenders; 

Any matter over which the Depaitment of Correction has no control, such as 
the actions of persons outside the department; 

Loss, daJ11age or destrnction of ai1 offender's personal property where the 
offender is se~king reimbursement or a monetary award for such loss which is 
covered by the administrative procedures for Policy 00-01-103, "Tort Claims 
for Property I,oss" (NOTE: If the grievance involves the loss, daJ11age or 
destruction of the .offender's personal property, staff shall advise the offender 
that it is not necessary to use the Offender Grievance Process. Rather the 
offender shall', be advised that he/she may proceed with his/her claim by use of 
the Tort Claim process, as described in the administrative procedures for 
Policy 00-01-104, "Tort Claim Process."; and, 

' Decisions by, Facility Heads to designate an offender as an abuser of the 
Offender Grievance Process and, thereby, restricting the offender's access to 
the Offender fuievance Process. 

1, 
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In those cases where an offender submits a grievance concerning an issue over 
which the Department or facility has no control, such as those listed above, staff 
shall respond to the grievance indicating that the facility or Department has no 
control over this issue and shall explain how the offender may proceed with 
attempting to resolve the grievance. 

VI. REMEDIES: 

If a grievance is decided in favor of an offender, staff shall ensure that the 
appropriate remedy or resolution to the grievance is provided in a timely manner. 
The department may, at its discretion, provide one or more of the following 

di 
I reme es: 
I 

A. Provide of replace state-issued items that have been lost, stolen or 
damaged ~ough the negligence of staff; 

I 

B. Change of Department and/or facility procedures or practices; 
I 

C. Correct Di:partment records; or, 

D. Other remedies as deemed appropriate by the Facility Head. 

Remedies shall not include monetary reimbursement of an offender for lost or 
stolen personal property, reassigmnent of staff or proposed discipline against staff 
or other offender$. 

VII. COMMUNICATION OF OFFENDER GRIEVANCE PROCEDURES: 

A Intake Units 

Upon arrival at an intake unit, each offender shall be advised of the 
Offender Grievance Process during the orientation to the facility and 
Department. Staff shall ensure that each offender is made aware of the 
Offender Grievance Process and how he/she may obtain access to a copy 
of this policy and its administrative procedures. Each offender shall be 
provided ifvith a copy of the Department's Offender Orientation Handbook 
which includes a section on the Offender Grievance Process. 

' 

Each intake unit shall ensure that the Offender Grievance Process is 
explained to any offender whose primary language is other than English or 
who has a visual, hearing or mental impairment that may mal<e it difficult 
for the offender to understand the Offender Grievance Process. 

' 
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B. Housing/Supervising Facilities: 

i 

All facilitjes housing or supervising offenders shall ensure that a complete 
explanation of the Offender Grievance Process is included in the 
offender'~ orientation to the facility. This explanation of the Offender 
Grievance, Process shall include, at a minimum, the following: 

I. A discussion of the intent of the Offender Grievance Process and 
th~ types of issues that may be addressed by it; 

2. A description of the Offender Grievance Process forms and how 
and where these forms may be obtained; 

3. A description of the Offender Grievance Process at the facility, 
indluding identification of the Executive Assistant; 

4. A description of the steps taken to ensure confidentiality; 

5. A description of abuse or misuse of the Offender Grievance 
Pn;icess; and, 

I 

I 

6. Where and how offenders may have access to this policy and 
adJ;ninistrative procedures. 

I 

C. Staff Traiiliing 

Each facility shall ensure that the Offender Grievance Process is included 
in the oriehtation given to new staff. This orientation shall include a brief 

I 

descriptiou of the process and its purpose. This orientation shall 
emphasize the intent of the Department that the Offender Grievance 
Process shall be handled in a fair and equitable manner and that staff shall 
attempt to resolve grievances at the informal stage whenever possible and 
that in all cases complaints/grievances shall be resolved as quickly as 
possible. This training is to include information on conflict resolution and 
mediation. 

All staff shall be provided annual refresher information on the Offender 
Grievance: Process. Additionally, all Executive Assistants and other 
designated staff who are involved in the Offender Grievance Process 

i 
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routinely shall participate in annual training which may include updates on 
the computer program, how to address specific issues and proper methods 
of communication and dispute resolution. 

VIII. USE OF OFFENDER GRIEVANCE PROCESS WITHOUT FEAR OF 
REPRISAL: 

I 

Offenders who c~oose to use the Offender Grievance Process in good faith, at any 
step, shall not be subject to reprisal by staff or other offenders. Offenders shall 
not be the subject of disciplinary action for the good faith use of the Offender 
Grievance Process. 

'· 

Any offender wh<i> believes that he/she has been the subject of reprisal for using 
the Offender Gri<jvance Process may file a grievance explaining what action or 
threat of action h~ been talcen against him/her as a direct result of using the 
Offender Grievanbe Process. Grievances alleging reprisal for using the Offender 
Grievance Process shall be forwarded directly to the Facility Head through the 
Executive Assista'nt. Such grievances shall be thoroughly investigated and, if 
found to be accurate, appropriate action shall be talcen against those staff persons 
involved in the reprisal. 

I 

A disciplinary actiion filed against an offender for threatening staff, ot11er 
offenders, visitors or volunteers or using insolent or vulgar language, other than to 
explain a statement by staff shall not be considered reprisal for using the Offender 
Grievance Proces~. A disciplinary action shall not be filed against an offender for 
providing false information in a grievance unless staff can show that the offender 
deliberately provided false information in an attempt to harm another person, 
impair the operat~on of the facility or misuse the Offender Grievance Process. 

An offender's restriction in the use of the Offender Grievance Process for misuse 
' or abuse of the prbcess shall not be considered a reprisal for use of the Offender 

Grievance Process and a grievance may not be filed regarding this action. 

IX. INVOLVEMENT OF STAFF IN THE OFFENDER GRIEVANCE PROCESS: 
I 

Any staff person ~irectly involved in an offender's formal grievance, either as the 
subject of the gri~vance or a witness to the incident, shall not be involved in the 
investigation or resolution of the grievance other than to provide necessary 
information duririg the investigation. For the purposes of these administrative 
procedures, dired involvement means direct personal involvement by the staff 
person in the alleged conduct or incident at issue in the grievance. Direct 
involvement does. not include routine administrative actions, such as being a 
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reviewing authority in a matter in the operation of other administrative procedures 
(e.g., reviewing correspondence to detennine whether action should be taken on 
it). Staff shall avbid the appearance of a "conflict of interest" when attempting to 
resolve an offend6r's grievance. 

If the Facility Head or Executive Assistant is directly involved in the grievance, 
the Facility Head lshall appoint a designee (if possible an Assistant Facility Head) 
to conduct the investigation and provide a resolution to the grievance. The 
designee shall seo/e in the place of the Facility Head and shall indicate the reason 
why he/she has responded to the grievance rather than the normal responder. 

X. OFFENDER AS$IST ANCE IN SUBMITTING A GRIEVANCE: 

An offender may assist another offender at the same facility in preparing a 
grievance. Assistance in preparing the grievance may include an offender writing 
or typing the grievance for another offender who either cannot write, has limited 
understanding of English, whose handwriting is not legible or who is unable to 
type the grievancr· However, the complaining offender must sign the grievance 
and submit it to staff personally. 

i 

In segregation units or other units where an offender does not have access to other 
offenders, the complaining offender may request that a staff person in that unit 
assist in the prepairation of the grievance. Staff shall assist the offender as 
indicated in tl1e ptevious paragraph or by explaining the grievance process to the 
offender. However, as indicated above, the complaining offender must sign the 
grievance and su~mit the grievance in accordance with any facility procedures for 
filing grievances.' If a staff person assists the offender in preparing a grievance, 
that staff person shall have no other role in investigating or responding to the 

' grievance. ! 

I 

An offender shal1':not submit a grievance on behalf of another person or about an 
issue or concern rlot directly affecting the complaining offender. An offender 
may not submit a 

1

grievance on behalf of a visitor as the grievance process is not 
applicable to visitors. Visitors may address their concerns directly to the Facility 
Head or Regional Director. 

An offender shall 1 not submit a grievance on behalf of a group of offenders, such 
as a "class action'r grievance. Each offender desiring to grieve an incident must 
submit an individha! grievance indicating how the incident directly impacted 
him/her. However, in cases where multiple offenders have filed grievances 
regarding the sarrle incident or situation, the Facility Head or designee may 
provide one (1) r~sponse and post the response in a manner that will provide the 
appropriate distribution to all impacted offenders. 
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XL EXECUTIVE AS'SISTANT: 

Each Facility HeJci shall appoint a staff person of that facility to the position of 
Executive Assista'nt. This staff person shall be of sufficient rank or classification 
as to have the ability to review offender grievances, conduct any necessary 
investigation of the grievance and render a decision on behalf of the facility. This 
position shall report directly to the Facility Head and shall serve as the Facility 
Head's assistant. 1The Executive Assistant may be a full-time or part-time 
position based upon the volume of gdevances n01mally processed by the facility. 
In the absence ofthe Executive Assistant, the Facility Head shall ensure that an 
Acting Executive I Assistant is appointed to ensure that there is no significant 
disruption in the qiperation of the Offender Grievance Process. Additionally, the 
Facility Head may appoint other staff to assist the Executive Assistant during any 
prolonged absenc¢ of the Executive Assistant or if the volume of grievances is 
more than one (1) staff person can handle in an efficient and effective manner. 

The Facility Head shall notify the Department Offender Grievance Manager as to 
the name, title, telephone and extension number and e-mail address of the staff 
person designated as the Executive Assistant. This information shall be provided 
to the Department Offender Grievance Manager within 48 hours of the staff 
person being assi~ned to these duties. Additionally, ifthe Executive Assistant is 
changed, the Faci\ity Head shall advise the Department Offender Grievance 
Manager within 418 hours of the selection of the Executive Assistant's 
replacement. These notifications shall be sent to the Department Offender 
Grievance Manager via e-mail. The Department Offender Grievance Manager 
shall determine ~hat training may be necessary for a replacement of an Executive 
Assistant. · 

If possible, the E~ecutive Assistant shall be provided with clerical support to 
assist in the loggihg of grievances and the preparation of any necessary 
documentation. the need for the provision of clerical support shall be determined 
by the Facility Head. 

The duties of the Executive Assistant shall be to oversee the Offender Grievance 
Process at the facjlity level including, but not limited to: 

A. Receive aJI formal offender grievances and review these grievances in an 
impartial 1nanner to determine those that may need priodty handling due 
to their nature and to ensure that any grievances received comply with this 
policy and administrative procedures; 

' 
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C. 

D. 

E. 

G. 

H. 

I. 

1. 

K. 

Appoint, with the approval of the Facility Head, staff at the Unit Team 
' level to serve as first lineresponders to offender grievances and ensure 
I 

that an adequate number of staff persons on all shifts are trained in the 
Offender Grievance Process so that there will be staff available at all times 
to receive !and respond to offender grievances; 

Assist sta$f as needed to resolve offender grievances at all levels of the 
Offender Grievance Process; 
Monitor~ informal grievance process through frequent contact with Unit 
Team st and offenders to determine the nature of the grievances being 
received , d the types of remedies being provided to the offenders to 
determine'1whether any potential trends are appearing; 

Log griev!mces upon receipt and ensure that a Grievance Log is 
maintained indicating the date the grievance was received, the content of 
the grievance, any actions taken regarding the investigation of the 
grievance ~d the disposition of the grievance for any grievance that is not 
resolved ~t the informal level and shall note the grievance number that is 
automatically assigned by the Offender Grievance software on the hard­
copy of tl1e grievance form; 

I 

I 

Investigat~ offender grievances and render an impartial decision on the 
• I 

gnevance; 
I 
I 

Notify the offender of the decision on all grievances and any remedies that 
are approved; 

Receive ~l offender grievance appeals and ensure that they are logged in 
the Offender Grievance System and that all pertinent documents are sent 
via e-maillto the Department Offender Grievance Manager for review; 

I 

Provide assistance to the Department Offender Grievance Manager in the 
investigatjon and resolution of all offender grievance appeals from the 
facility, a~ requested; 

Receive t1ie appeal response from the Department Offender Grievance 
Manager, log tl1e response, forward ilie appeal response to the offender 
and discuss the response with the offender, as needed: 

Submit reports as requested to ilie Facility Head relating to the grievance 
process inl t!ie facility and ensure that ilie Facility Head is informed of any 
significant activity regarding ilie operation of tl1e Offender Grievance 
Process; · 
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i 

L. Assist in the training of staff and offenders in the Offender Grievance 
Process and ensure compliance with this policy and its administrative 
procedurek, including educating staff in regards to possible errors or 
inappropriate actions that may impact the operation of the Offender 
Grievance Process; 

' 

M. Ensure th<Jt he/she remains current on all training relating to the Offender 
Grievance] Process and assist staff involved in the Offender Grievance 
Process to: keep up-to-date on all appropriate training related to the 
Offender 4Jrievance Process; and, 

N. Communieate to the Facility Head and the Department Offender 
Grievanc~ Manager, as needed, serious or systemic issues arising through 
the Offender Grievance Process. 

XII. DEPARTMENT bFFENDER GRIEVANCE MANAGER: 

i 

The Commissioner shall appoint a staff person in the Department's Central Office 
to serve as the D~· artment Offender Grievance Manager. The staff person 
assigned the duti s of Department Offender Grievance Manager shall have an 
overall working : owledge of the Department and a thorough understanding of 
the Offender Gridvance Process. This staff person shall be given the authority to 
investigate and re~ol ve all grievances submitted to Central Office. 

This staff person shall be responsible for the overall management of the Offender 
Grievance Process and shall serve as the Department Offender Grievance 
Manager for all offender grievances submitted to the final level of review. The 
duties of the Department Offender Grievance Manager shall include, but are not 
limited to, the following: 

I 

A. Receive a/id respond to all offender grievance appeals submitted for final 
review in Central Office. 

B. 

C. 

D. 

Serve as ai resource for the Executive Assistants and other staff as needed. 

Maintain ~ppropriate files regarding the operation of the Offender 
Grievanctj Process. 

I 

Receive ulfonnation submitted by the Executive Assistants and prepare 
' reports frdm the Offender Grievance software for submission to the 

Commissioner and other designated staff as requested. 
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E. 

F. 

G. 

I 

Assist in the development and training of staff in the use and operation of 
the Offen4er Grievance Process and the automated Offender Grievance 
System, as needed but at least annually, in conjunction with the Divisions 
of StaffDrvelopment and Training and Technology Services. 

Report to lhe Commissioner, Deputy Commissioner/Operations and other 
staff, as instructed, on trends or significant issues discovered through the 
Offender Grievance Process. 

Meet witJ the Executive Assistants as needed to ensure that the Offender 
Grievancd Process is operating as intended at each facility and to 
determine:1with the help of the Executive Assistants trends or issues that 
need to be addressed relating to the operation of the Department and the 
facilities. I 

I 

XIII. INFORMAL RESOLUTION OF GRIEVANCE: 

It is the intent of the Department to resolve all offender grievances as quickly and 
infonnally as poskible. Both staff and offenders are to attempt to resolve 
problems throng~ open and courteous discussion before a grievance is taken to the 
written formal grievance process. 

I 

Prior to filing a fclrmal written grievance, an offender shall attempt to resolve the 
grievance in an idformal manner by discussing it with his/her counselor or another 
staff member in the housing unit who may be able to assist in the resolution of the 
problem. Generally, this staff person may be either a counselor, casework 
manager or other staff in the offender's Unit Team. The facility shall ensure that 
adequately trained staff is available in the Unit to receive and respond to offender 
grievances at all times, including after business hours, on the weekends and 

holidays. I 

Additionally, in ab effort to provide another avenue for offenders to attempt to 
resolve concerns \nformally, the Facility Head shall ensure that administrative 
staff of the facility is available at each mainline movement. Offenders shall be 
encouraged to disbuss concerns with these administrative staff persons while they 
are "standing" m~nline. These staff persons shall attempt to assist the offenders 
in the resolution qf concerns whenever possible. If the administrative staff person 
is not able to resolve the concern, the staff person shall be prepared to direct the 
offender to the appropriate staff person who may be able to assist the offender or 
explain why the cpncern cannot be addressed. An offender who discusses a 
concern with an atlministrative staff person during mainline may use this attempt 
to resolve the conrern as the informal step of the grievance process ifit is not 
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resolved or the oifender is not directed to another staff person who may assist in 
the resolution of j1e concern. 

The offender is to attempt to contact the staff member as soon as possible after the 
incident, but in nd case should the time period be more than five (5) working days 
from the date of the incident, unless the offender can provide a reasonable 
explanation for a delay. Normally, the offender should discuss the incident with 
this staff person ahd provide the staff person with all available information to 
assist in the resolution of the complaint. If the designated staff person is directly 
involved in the inbdent, the offender may contact the staff person's supervisor 
not directly involyed in the incident to attempt to resolve it. 
When discussing )he grievance with staff, the offender is to be courteous and 
present the grievance in as much detail as possible. The staff person receiving the 
grievance shall dfitermine whether he/she can address the problem. If not, the 
staff person shall,I within 24 hours, contact staff who may be able to resolve the 
grievance. I 

I 
The staff person qiscussing the grievance with the offender shall attempt to 
resolve the grievahce as soon as possible. If the grievance cannot be resolved by 
the staff person l'.lithin ten (I 0) working days, the staff person shall so advise the 
offender and the offender shall be permitted to initiate a formal written grievance. 

I 

Failure of the off~nder and staff to properly attempt to resolve the offender's 
grievance may rdult in a formal written grievance being returned to the offender 

' and the offender 11.ot being permitted to proceed with the grievance process. If 
the staff person dntacted by the offender does not attempt to resolve the 
grievance to the l:!est of his/her ability and in good faith, the offender shall be 
permitted to proceed in the formal grievance process. Staff shall do nothing to 
impede the offender's ability to resolve the grievance informally or to take the 
grievance to the fprmal process. 

' 

FORMAL GRIEtANCE PROCESS: 
I 
I 

A. Submittink the Grievance by the Offender: 

If the offe~der has been unable to resolve his/her grievance inforn1ally, the 
offender shall be permitted to file a formal written grievance. The 
ExecutivelAssistant shall ensure that the offender population has ready 
access to the forms necessary for the grievance process through the Unit 
Team. AI]. offender wishing to file a formal written grievance shall file 
such grievfance within 20 working days from the date of the incident 
triggering the grievance. The Facility Head may waive the time frame if 
there is a alid reason for doing so. 

I 

I 
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A supply ©fState Form 45471, OFFENDER GRIEVANCE, is to be 
maintained in each housing unit and in other locations, such as the Law 
Library. If the offender cannot obtain this form in the offender's housing 
unit, the orfender shall contact his/her counselor or the Executive 
Assistant.! The offender shall be provided with the State Form 45471 
within on~ (I) working day from the date the form is requested. An 
offender s)1all not be required to use a "Request for Interview" in order to 
request a grievance form. 

The griev~nce must be submitted by the offender on his/her own behalf. 
One offen~er may not submit a complaint on behalf of another offender 
nor are "dass action" complaints acceptable. However, staff or another 
offender diay assist an offender who cannot write a grievance him/herself 

' by writing the grievance/appeal for the offender. The grievance shall 
explain how the situation or incident affects the offender personally. The 
offender must explain what actions he/she has talrnn to try to resolve the 
grievance iinformally including the date he/she informally contacted staff 
about the grievance, the name and title of the staff person with whom 
he/she dis~ussed the grievance and the response from the staff person. 
The facili~y shall ensure that a mechanism is in place in each housing unit 
or Unit T~am to ensure that offenders who are illiterate, who do not spealc 
or write Ehglish fluently or who have medical or psychological disabilities 
have assispmce in preparing and submitting a grievance in accordance 
with this J:jolicy and administrative procedures.·· This assistance may be 
from other offenders who are assigned to assist in the preparation of 
grievancet or staff if other offenders carmot assist. 

In order fdr the grievance to be considered, it must include the following 
information: 

1. 

2. 

3. 

4. 

5. 

6. 

Name(s) of staff involved, if a staff person is involved; 

Date and time of the incident; 

Location where incident occurred; 

What happened or was said; 
! 

Nkes of witnesses; and, 
!i 

N$1es of staff contacted by the offender and the response they 
prdivided to the offender at the informal step. 

!I 
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Even if a staff person or another offender assists the offender in 
completing the grievance, the offender submitting the grievance must 
personall~tsign and date the State Form 45471. The offender's signature 
may be w ived when the offender has transferred, does not know how to 
write, or i physically unable to write either by restraint or infirmity 
( disabilityJ. In such cases, a staff member is to indicate why the offender 
did not sign the form. 

Grievancis are to be written in plain and simple English and should state 
the issue ih a simple and easy to understand manner. Offenders shall 
refrain frob the use oflegal tenninology. Grievances containing 
excessive legal terminology may be returned and the offender instructed to 
file a plaiil English revision. However, a grievance shall not be returned 
solely on ~he grounds that the offender has quoted a Department 
policy/pr~~edure or has cited a specific statute or court case or threatened 
to file a la:w suit. 

I 

' 

Grievances containing profane language, except when used as a direct 
quote, may also be returned for rewriting, and may generate disciplinary 
action. It Is the responsibility of the offender to ensure that the grievance 
is kept sinl.ple, clear, concise and to-the-point. If a grievance does not meet 
these criteria, the offender shall be instructed to rewrite it as a simple, 
straight fofward statement of his/her concerns. The entire grievance 
should be :contained within the space allowed on State Form 45471. 
Multi-page statements generally shall not be accepted. At the discretion of 
the Executive Assistant, the offender may be requested to supply more 
detailed irlfonnation after the submission of the grievance. 

' 

Grievances based on hearsay (third party information) are not acceptable. 
A grievanbe is to fully describe an issue that directly affects the offender 
or ofwhicl1 the offender has direct knowledge. Should a grievance not 

' meet these criteria, it shall be returned to the offender with a written 
notation e;x:plaining why the grievance is returned and what may be done 
to correct fhe grievance. 

Grievance\s citing multiple tmrelated incidents/issues are not acceptable. 
Grievanctjs are to be limited to one (I) incident/issue and should contain 
sufficient Information to allow an investigation. When a grievance is 
submitted

1

1which does not meet this requirement, the offender is to be 
notified th'at it is not acceptable as written and must be rewritten to 
accommo~ate the format. Where a problem has several aspects, the 
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Executive' Assistant should instruct the offender to state grievances in a 
general way that encompasses all pertinent information. 

B. Receiving
1 

the Grievance - Executive Assistant 
I 

All formal grievances submitted by offenders are to be forwarded to the 
ExecutivelAssistant as soon as possible. Upon receipt of the grievance, 
the Executive Assistant or designee is to log the grievance and assign a 
case numtler. All grievances received by the Executive Assistant shall be 
logged and assigned a case number, even ifthe grievance is later returned 
to the offdnder. Grievances shall be assigned a case number and logged 
within twq (2) working days of submission by the offender. Additionally, 
the Executive Assistant shall generate a receipt for the grievance and shall 
return th~eceipt to the offender within one (1) working day from the date 
the griev ce is logged. 
Followin the logging and assigning of a case number, the Executive 
Assistant hall review the grievance to ensure that it contains all of the 
required iMormation and is in compliance with these administrative 
procedure~. If the Executive Assistant determines that the grievance does 
not meet t\ie requirements of these administrative procedures, the 
Executive!Assistant shall return the grievance to the offender with an 
explanation as to why the grievance was returned and how the grievance 
may be corrected. State Form 45475, RETURN OF GRIEVANCE, shall 
be used fo~ this purpose. It will be the responsibility of the offender to 
maim the iiiecessary revisions to the grievance and to return the revised 

' grievance Ito the Executive Assistant within five (5) working days from the 
date that ii is returned to the offender. (NOTE: If the grievance is returned 
to the offtder because the offender has not attempted to resolve the 
grievance ,informally, the offender shall be given five (5) working days 
from the date the State Form 45475 is completed to initiate the informal 
process. All time frames will then apply to the grievance.) 

The Execltive Assistant is not authorized to combine or rewrite similar 
grievance! from an offender into one grievance. The grievances are to be 
returned t~ the offender with instructions to rewrite the grievances into 
one griev<ince. The Executive Assistant shall mal(e no changes or 
correction~ to the grievance. If the Executive Assistant does not believe 
that adequate information is provided in the grievance, the Executive 
Assistant may contact the offender either through correspondence or 
personally to request the needed information. Grievances that are not 
iegible shall be returned to the offender for rewriting. 
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When the \Executive Assistant determines that the grievance is complete 
and meets I the requirements of these administrative procedures, it shall be 
determinel:! whether the grievance is a grievance dealing with routine 
facility operations or whether it falls into one of the following categories: 

• Medick 
• Impos)tion of Non-Contact visits 
• Denial of visits with minors 
• Denial ofrequest to correspond with another confined person 

If the grievance concerns a medical issue, the Executive Assistant shall 
forward itlto the Facility Health Care Administrator for investigation. If 
the grievaj1ce concerns the denial of visitation with minors due to a sex 
crime involving a minor, the Executive Assistant shall contact the local 
Sex Offen,tler Monitoring and Management (SOMM) coordinator to 
determine I whether a SOMM Facility Review needs to be conducted. If 
the grievance concerns the imposition of non-contact visits or a request to 
correspon~ with another confined person, the grievance shall be discussed 
with the Facility Head and an investigation conducted as instructed by the 
Facility Hbad. All other grievances shall be investigated by the Executive 
Assistant br staff designated by the Facility Head. 

The ExecJtive Assistant or designee shall have 15 working days from the 
date that the grievance is received to complete the investigation of the 
grievance land provide a response to the offender. The Executive Assistant 
or designated staff shall, as needed: 

1. InLrview staff or offenders or request written statements from 
rel~vant staff or offenders; 

2. 

3. 

4. 

5. 

6. 

7. 

R~view local procedures; 
I . 

I 

Rdview relevant department policies/procedures or other 
gujdelines; 

Review as necessary inventories, daily logs, medical records, etc; 

Interview witnesses as appropriate; 
! 

InJierview resource staff (doctors, supervisors, chaplain, etc.) for 
adl:litional infonnation as necessary; and 

I 
' Tice any other responsible action as directed by the Facility Head. 

I 
I 
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Upon coJpletiol of the investigation, the Executive Assistant shall write a 
response tp the grievance using the response form in the OGRE II system 
and print ~ copy lof the response. The Executive Assistant shall ensure that 
the response is Ibgged in the OGRE II system and that the grievance 
response i~ apprbpriate and approved by the Facility Head. The response 
shall include thelfollowing information, if applicable: 

• Name llofthe designated staff person who investigated the grievance, if 
other 1!han th Executive Assistant; 

• Namd ofwil nesses interviewed and/or resource staff consulted 
(so~rcps of crnfid~nti~l information shall not be disclosed); 

• Pohcy: or otl~er gmdelmes as necessary; 

• Evidei\tce fold or note inability to find evidence; 

• Concltion/Aecision reached by the Executive Assistant or other 
designated daffperson and the reason(s) for this conclusion/decision; 

• Corre~tive Jtion that has been/shall be taken to resolve the issue and a 
compl~tion date for that action, when !mown, and actions taken to 
ensur<; that ah appropriate staff are notified when corrective action is 
to be t~en; ~nd, 

• Respohse thjt addresses the issue grieved. 

The Execltive Jssistant shall sign and date the response and ensures that 
copies odelevatlt documents are attached to the facility file copy of the 

grievance.I j 
Followin~the d tennination that the grievance response contains all of the 
required i formJtion, the Executive Assistant shall sign the grievance 
response, end i~ to the offender and place a copy in the offender's facility 
packet. The gridvance response shall be returned to the offender within 15 
working d~ys frdm the date of receipt, unless the Facility Head has 
granted aii extenbion in accordance with these administrative procedures. 

Appeals tl GriJance Responses: 

Upon rec~ipt ofjhe grievance response from the Executive Assistant, the 
offender shall b responsible for reviewing the response and determining 
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whether cle reshonse adequately addresses the issues in the grievance. 
The offen~er sllall be permitted to appeal the grievance to the 
Departmeht's rtepartment Offender Grievance Manager if the offender 
disagrees jvith ~he response. 

Appeals Just ahdress tlie basic issue( s) of the initial grievance. The 
appeal may cmiain additional facts or information regarding the original 
issue and ±nay rhlse concerns regarding the response from the previous 
level. Appeals khall not raise new and/or unrelated issues. The offender 
must statel why fue previous response was unacceptable, thereby 
establishi~g a rAtionale for the appeal and the basis for a reinvestigation. 
The appea'l mu~~ be legible, signed and dated by the offender, unless the 
offender cbnot sign the appeal and a staff member has indicated why the 
offender ias n t able to sign. 

An appeal, must! be filed within ten (I 0) working days from the date of 
receipt of the g~/evance response. This time frame may be waived by the 
Department Offlender Grievance Manager if it is determined that there are 
valid reas&ns toldo so. The original grievance, the grievance response and 
any other infordiation submitted with the original grievance must be 
included ij,rith ttle appeal. 

The appe~ musl be filed with the Executive Assistant who shall indicate 
the date rteiveb an. d shall generate a receipt for the appeal. The receipt 
shall be g · en td .the offender within one (I) working day from the date the 
appeal is 1, gged. The Executive Assistant shall log the appeal and 
determinejwheilier all pertinent information is included. If the appeal is 
complete, ·,the Ekecutive Assistant or designee shall scan all of the 
pertinent ihforrrlation relating to the grievance and appeal into his/her 
computer and sdnd all of the information to the Department Offender 
Grievance Man~ger via e-mail. Once the appeal andrelated materials 
have been! receiied by the Department Offender Grievance Manager, the 
Executive'IAssistant shall be sent a confirmation via e-mail indicating that 
the appeal has b~en received by the Department Offender Grievance 
Manager. , The Executive Assistant is to complete these actions within five 
(5) workirlg dayr of receipt. 

The Depa1men Offender Grievance Manager shall review all of the 
informatiqn reetlived with the appeal. The actions taken by the 
Department Offl},nder Grievance Manager include: 

• Conc~ing ith the initial grievance response and denying the appeal; 
• Grantipg th appeal, in whole or in part; 
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• Contaiting the facility for additional information as determined 
neces~ary; of. 

• Returning thb grievance to the facility if it appears that the initial 
grievance re~ponse investigation did not address the issues raised in 
the gri,evancb. 

If the Deprme It Offender Grievance Manager believes that additional 
information is nleded in order to respond, he/she may contact the 
ExecutivelAssistant and request additional information. Ifit appears that 
the initial investigation by staff at the facility did not address the issues 
raised in the initial grievance, the Department Offender Grievance 
Manager t)i. ay o!er through the Executive Assistant that the grievance be 
re-investi~ated. 

When coJpleti g the response to an offender's grievance appeal, the 

~~~u:~~±ht OffJlnder Grievance Manager shall include the following 

1. T e nam s of witnesses interviewed and/or resource staff 
co suited (sources of confidential information need not be 
diJclosed), if additional witnesses are contacted; 

At~y poll ies, administrative or operational procedures, operation 
ditectivet statutes and other guidelines that have been relied upon 

2. 

3. 

4. 

5. 

6. 

7. 

to formulate a response, as necessary; 

Any evidence that is found or the inability to find evidence to 
support the grievance or grievance response; 

Tl\e decJion reached by the Department Offender Grievance 
Miutageland the reasons that such decision was reached; 

Arly corr ctive action that has been or shall be taken to resolve the 
issµe, in luding a projected completion date for the action, if 

availablet 

T~e resp nse must address the original issue grieved; 

The resplnse is to be signed and dated by the Department Offender 
Grlevande Manager; and, 
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8. Any cobies of relevant and newly discovered documents that are 
seJt to fue Executive Assistant to be maintained with the grievance 

fil~s J 
The Depa1me t Offender Grievance Manager shall complete his/her 
investigatjon ~d submit a response to the appeal within 20 working days 
from the date olr receipt, unless the Department Offender Grievance 
Manager tlotifi~s the offender and the facility housing the offender in 
writing that thel appeal will ta~e additional time to complete .. The appeal 
response ~hall Tue prepared usmg the response form as found 111 the OGRE 
II system. I The !decision of the Department Offender Grievance Manager 
shall be fihal ~d shall end the offender's administrative remedies for the 
issues in fuis g~ievance. Once the response is completed, the appeal 
response ~all Tue returned to the Executive Assistant via e-mail. It shall 
be the res~onsibility of the Executive Assistant to review the appeal 
response, fog tHe response, print a copy of the response and ensure that the 
offender r~ceivfs the response within two (2) working days from the date 
that the E*ecuuve Assistant receives the response from the Department 
Offender Grievbce Manager. 

xv. TIME FRAMES: I 

Offenders are to ~itiat the informal portion of the Offender Grievance Process 
within five ( 5) wdrking days following the incident or action that is the basis of 
the grievance occbrs. Unless so ordered by a court of competent jurisdiction, the 
Commissioner, t~De~nty Commissioner/Operations, the Department's Medical 
Director or their esigii. ees, no informal grievance shall be accepted after the five 
(5) working days lesk the offender can show just cause for accepting the 
grievance or a written grievance was returned to the offender due to failing to use 
the informal proc6ss. drrievances received after five (5) working days from the 
date of the incideht shaal be discussed with the offender and the offender advised 
that the grievance is no~ timely. Unless the offender presents information that can 
explain why the grievJice should be considered past the time limit, no further 
action shall be tal~en 011 the grievance and the offender shall not submit a formal 

• • I J written grievance: 

Responses shall J,e m e within fixed time limits at each level of decision. From 
the initial grievanfe to the final appeal response, grievances are to be processed 
within 90 working dayJ, unless the Facility Head, or designee, or the Department 
Offender Grievanbe Mkager advises of an extension in the time frame in writing 
to all parties invo!ve~Extensions of the time frames will be for a specific period 
of time. Failure 1f st to respond in accordance with the established time limit 

! 

I 
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or extension at an "stagt of the process shall entitle the offender to move to the 
roces . next stage of the 

If the Facility Hek or designee declines to grant an extension and the time frame 
has expired at thel curreilit level, the Executive Assistant shall notify the offender 
who may appeal tb the iliext level of review. The Executive Assistant or 
designated staff s&all edsure that the offender has access to any forms necessary 
to proceed with tlle griiance process and shall ensure that the offender receives 
any necessary forjn(s) 'thin one(!) working day from the date ofrequest. 

Offenders are responsib e for ensuring that a formal grievance or grievance appeal 
is submitted within the time frames noted. Failure of the offender to submit the 
grievance or appehl witfuin the noted timeframes may cause the formal grievance 
or grievance appdal not ~o be considered. The Facility Head or Department 
Offender Grievan~e Mahager may consider a grievance or grievance appeal 
submitted outside the nJted timeframes if it appears that there was an appropriate 
reason for the de! y. 

When the Facilit Head declares a facility emergency in accordance with Policy 

During facility lobkdo s that last for an extended period of time, the Facility 
Head may elect tJ allo offenders to submit grievances; in such cases, the time 
limits shall apply !unless! the Facility Head designates in writing an extension for a 
fixed period. Grievances that concern life threatening situations shall not be 
subject to a suspehsion hf the time frames. 

At each step of~b foJar grievance process an extension of time may be granted 
to either staff or the offclnder. A request shall be submitted to the Facility Head or 
Department Offertder Gtlevance Manager requesting that an extension of time be 
granted with an explanahon as to why the extension of time is necessary. Upon 
review of the request, th" Facility Head or Department Offender Grievance 
Manager may eiti)_er ap~rove or deny the request. If the request is approved, an 
extension of up td ten c]o) working days may be granted at each level of the 
grievance process in acdordance with these administrative procedures. The 
extension shall bd signetl and dated by the Facility Head or designee for 
grievances or the .beparlment Offender Grievance Manager for appeals. The 
written extension iof the ltime frame shall specify a reason for the extension and 
the specific lengili of th~ extension. The Executive Assistant shall record any 
time frame exten~ions. ~he 90 working days time frame for processing a 
grievance shall b~ extenkied by the same number of days as granted in the 
extension, if necessary. 
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The following ti~e frabes shall be observed in the processing of a grievance, and 

appeal; J J 
A. The off en er all contact staff to discuss a grievance as soon as possible 

B. 

C. 

D. 

E. 

F. 

G. 

after the · cid t, but no later than five ( 5) working days from the date of 

the incidebt. l 
The staff Jerso initially contacted by the offender shall determine 
whether h /she\ can assist the offender in resolving the grievance and, if 
not, shall ontapt a staff person who may be able to assist the offender 
within 24 ours from the offender's initial contact. 

The staff , ersol contacted shall respond to the offender's grievance within 
ten (IO) workitig days from the date of the offender's contact. 

If the grievancJ cannot be resolved informally by the offender and staff, 
the offendfr mJy submit a formal written grievance using State Form 
45471. Iflthe orfender does not have immediate access to State Form 
45471, sd. ffmtlst ensure that the offender is provided with this fonn 
within onJ (I) iorking day from the date the fonn is requested. 

The foJl wriken grievance must be filed within 20 working days from 
the date of the fucident or triggering event. The formal grievance must be 
given to tlie Exbcutive Assistant. Failure of the offender to file the 
grievance iwithih this time frame due to failure to obtain State Form 45471 
shall not l:Je grotds for rejecting the grievance. 

The Execltive ssistant shall log and review the offender's formal 
grievance withih two (2) working days. If the grievance is accepted, the 
Executive Assihant shall provide the offender with a receipt for the 
grievance withi one (I) working day from the date the grievance is 
logged. I it is etermined that the grievance does not meet the criteria or 
additional info ation is needed, it shall be returned to the offender. The 
offender must r tum the grievance to the Executive Assistant within five 
(5) workirlg da s from the date that it is returned to the offender for 

• • I l rev1s1on. I 

The ExecJtive ssistant shall investigate the grievance and respond to the 
offender \{rithiJ 15 working days from the date the grievance is received. 
If the grieyancd has been returned to the offender for revision or additional 
information, th~ 15 working days shall begin on the date that the grievance 
is returnei to ti-le Executive Assistant. 

'I 
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XVI. 

H. 

I. 

J. 

K. 

L. 

If the offel1der Jes not agree with response from the Executive Assistant, 
the offender mar file an appeal to the Department Offender Grievance 
Manager withinlen (10) working days from the date the offender receives 
the response frofu the Executive Assistant. 

If the offep.der di es not have immediate access to the forms necessary to 
appeal the1 grievkce response, the Executive Assistant shall ensure that 
the offend

1
er rectlives the necessary form(s) within one (I) working day 

from the ate oflrequest. Upon receipt of the appeal, the Executive 
Assistant hall h~ve five (5) working days to review, log, scan and e-mail 
the appeal to thel Department Offender Grievance Manager. The 
Executive Assistant shall provide the offender with a receipt for the appeal 
within on (1) J±rking day from the date the appeal is logged. 

Upon rec ,ipt of e appeal, the Department Offender Grievance Manager 
shall sendlan e- ail to the Executive Assistant advising that the appeal has 
been recei[ved. ±he Executive Assistant shall log the receipt of the appeal 
into the grfevande log. 

The DepahmenttOffender Grievance Manager shall investigate the appeal, 
render a dbcisio and return a response to the Executive Assistant for 
delivery tJ the o ender within 20 working days from the date that the 
grievance lis recclived by the Department Offender G1ievance Manager. 

Upon rec~J·pt of I. e appeal response from the Department Offender 
Grievanc ManJ;er, the Executive Assistant shall log and review the 
response d prdvide the offender with a copy within two (2) working 

days. ! l 
TRANSFER OR bLE SE FROM SUPERVISION: 

An offender may ursul or originate a formal written grievance at a facility from 
which he/she has een Jansferred or released from supervision only under the 
following conditi ns: J 

A. If an inforbal jformal grievance was initiated prior to the transfer or 
release, thb offe der may exhaust the administrative remedies available 
through t e grie ance process at the former facility. 

B. A new co p]a" against a former facility regarding transfer of property or 
funds ma be initiated within 20 working days from the date of transfer or 
release. I such cases, the informal step of the Offender Grievance 
Process s 

1

all be aived. 
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The offenLr Jail deal directly with the Executive Assistant at the 
housing dcilit~~· In an intrastate transfer, the Executive Assistant at the 
new facility sl 11 receive the grievance and ensure that it is logged into the 
OGRE II syste . The Executive Assistant shall then forward the 
grievance to th Executive Assistant of the former facility electronically 
who shall :be rekponsible for investigating the grievance and preparing a 
response. 'i The Executive Assistant at the housing facility shall ensure the 
offender acces~ t0 the grievance policy and administrative procedures. 

If the offef der hoes not agree with the response from the previous facility, 
the offend r m~y appeal the response. The offender shall follow the 
procedure for ~ppealing the grievance and shall submit the appeal to the 
Executive Assi~tant of the housing facility. The Executive Assistant shall 
follow the projdures for processing an appeal. 

EstablishJ.d ti e frames shall be observed in the submission of 
complaints, gribvances and appeals. Time frames governing the 
completioh of ihvestigations and responses shall be observed. A grace 
period ofilip t1ken (10) working days may be al. lowed at each level for 
both the offend rand the Executive Assistant due to the need to 
commnni ate "th another facility. . 

OFFENDER AB ' SJF GRIEVANCE MECHANISM' 

Offenders shall n1t be ~lowed to abuse or misuse the Offender Grievance Process 
by attempting to fil.ood fhe process with excessive numbers of grievances or 
frivolous grievanJes. The determination as to whether an offender is attempting 
to abuse the procJss shhll not be based solely on the quantity of grievances filed 
by the offender; 1ut, sHall include the types of grievances and the subject matter 
of the grievances. Thel grievances submitted to satisfy the order of a court in 
judicial remand c ses Jhall not be included in documentation alleging abuse of the 
grievance proced. Not

1 

shall the offender be limited in the number of grievances 
which may be sutlmitted in order to satisfy such an order from a court. 

An offender who lppeLs to be abusing the Offender Grievance Process shall not 
be automatically ~eferrbd to the Facility Head as an alleged abuser; but, first shall 
be interviewed b~ the IBxecutive Assistant to determine the rationale and need of 
t11e offender to file the ~mount and type of grievances currently under 
consideration. T~e ranliifications of abuse of tl1e process shall be explained to the 

offimdtt. ShnlliT' "I"'"'" olod '" oootiooo <o - W ...,,, tlre Off""" 
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Grievance Proces s, thejoffender may be referred by the Executive Assistant to the 
Facility Head as ~ n all ged abuser of the grievance process. 

shj determine whether the offender is an abuser and ma The Facilit Heai y y 
restrict the offendbr to having up to ten (I 0) active grievances in the grievance 
system at one timb, no~including emergency (life threatening) or court-remanded 
grievances. The offen et shall be placed on such restriction for a period of ninety 
(90) calendar days fro the date of determination. An offender's ability to seek 
resolution of grievanje through the informal process shall not be restricted. 

The Executive A~sis t shall return to the offender any formal grievances in 
excess of the app~oved I number of grievances submitted by an offender 
determined to be Im ablrser. These grievances shall be returned in reverse order of 
receipt (i.e., the 1Jst on~s submitted will be the first ones returned). The 
Executive Assistdnt shill include a written notice that the offender has exceeded 
the limit. Duringjthe ninety (90) calendar day restriction period, the offender may 
elect to withdraw one cb or more grievances filed during that restriction period 
and which are air ady fu progress at any level and initiate an identical number of 
new complaints i the dffender believes the new issue(s) have greater priority. 

A decision to res ict j offender's access to the grievance process shall be 
automatically fo ardeJ1 to Central Office. The Department Offender G1ievance 
Manager shall re iew this decision and determine whether these administrative 
procedures have 

1 

een fl llowed. 

XVIII. DATA COLLECtION GUIDELmES: 

The Executive A~sistJt shall be responsible for ensming that data regarding the 
grievances submitted ahd resolved during the month are collected and maintained. 
This date shall bejenter~d into the Department's Offender Grievance software 
program (OGRE II). T is information shall be kept up-to-date at all times and 
shall reflect the ckrent status of all formal grievances and grievance appeals. The 
information to be I co lie ted by the Executive Assistant shall be determined by the 
Department Offeider Grievance Manager and other staff who may need to use 
this information. I J 
The Executive A lsist t shall review the entries in the database on a monthly 
basis to determinJ whe~er there are any noticeable trends or issues in the 
offender grievancbs. T e Executive Assistant shall report to the Facility Head the 
results of this re;lew o the database and whether any action may be necessary. 
Additionally, iftHe ExJcutive Assistant notes any significant issues or trends that 
may have a Depahmen -wide impact, the Department Offender Grievance 
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Manager shall be ladvisld as to the findings. The Department Offender Grievance 
Manager shall de~ermi1 whether a significant issue or trend does exist and, if so, 
shall report this fi!ding to the Deputy Commissioner/Operations and the Regional 
Directors/Operati ns. 

EVALUATION F T E OFFENDER GRIEVANCE PROCESS: 

The Offender Gri vancb Process shall be evaluated for its effectiveness and 
accountability on an anhual basis. The Department Offender Grievance Manager 

mechanism for th Offi der Grievance Process. Jointly, the Department Offender 
Grievance Mana er ru1 the Division of Planning shall report to the Executive 
Staff and Facility Head~ the results of the evaluation of the Offender Grievance 
Process and mak any rbcommendations for revision to the process for review ru1d 
approval. Copies ofthd evaluation and recommendations shall be given to the 
Department Polic Mar/ager for possible revisions to the policy and 
administrative pr ced s. 

APPLICABILITY: 

These procedures: are a plicable to all Department facilities and all adult and 
juvenile offender$ comiliitted to the Department. 

I 

' 

Signature on File 
J. David Donahue 
Commissioner 
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INDIANA DEPARTMENT PF CORRECTION 

OFFENDER GRIEViANCE PROGRAM 
RETURN OF GRIEV.kNCE 

GRIEVANCE NUMBER: 

State Form # 45475 1 

TO: OFFENDER NAME AND DOC NUMBER FACILITY: DATE OF GRIEVANCE: 

WORI( ASSIGNMENT: 
I 

i 

HOUSING ASSIGNMENT: 

DATE GRIEVANCE RECEIVED: 
I 

DATE GRIEVANCE RETURNED: 

THE ATTACHED GRIEVANCE IS BEING RETURNED Ito YOU BECAUSE YOU HA VE FAILED TO COMPLY WITH THE 
ADMINISTRATIVE PROCEDURES FOR POLICY oo-©:i-301, "OFFENDER GRIEVANCE PROCESS." Tl-IIS GRIV ANCE JS BEING 
RETURNED FOR THE FOLLOWING REASON(S): ~ I 

__ No indication you have attempted tl resolve this grievance informally. If you have attempted to resolve this grievance 
informally, please include the req ited information regarding the action taken and the response received. If you did not 
attempt to resolve this grievance ihformally, you have five (5) working days from the date below to attempt to do so; 
otherwise this grievance will not Jld cons.idered. 

The grievance is a request for reillLrsement or replacement of personal property that has been lost, damaged or 
destroyed. This claim is handled llirough the Tort Claim process, Policy 00-01-104. See the Law Library. 

This grievance concerns a Classidcltion or Disciplinary Hearing action. These types of actions are to be appealed 
through their own appeal process r~d not through the grievance process. 

There is no indication that you w+t personally affected by a Department or facility action or policy/procedure. 

This grievance appears to be on bl:~alf of a group and group grievances are not permitted. 

This grievance is not signed and/drldated and/or does not include you commitment name and DOC number. 

This grievance contains multiple ~Les. Grievances are to address only one (I) issue unless there is a direct 
relationship between multiple issJe1. You may submit separate grievances for the separate issues. 

This grievance is not legible, undlrktandable, presented in a courteous manner or contains excessive legal jargon. 

This grievance concerns an issue lJat cannot be resolved by the Department of Correction because the issue is beyond 
the authority of the Department. ti.is issue may be addressed to: 

This grievance/appeal was not suJlitted within the allowed time _fr_a_m_e_. _U_n_l-es_s_y_o_u_c_a_n_s_h_ow_j_u_st-r-ea_s_o_n_(s_)_fo_r_th-is 

::::::::si~t::a:i:::~::~::l~tt:e:e:~::::ressed previously in Grievance # _______ _ 

You are identified as a grievance l~user. This grievance exceeds the number of active grievances you are allowed to 
have in the system. To proceed Jiljh this grievance, you must withdraw at least one (l) currently pending grievance. 

Other=----------IH-----------------------------

1 i 

11 

PRINTED NAME OF EXECUTIVEASSISTANT: I SIGNATURE OF EXECUTIVE ASSIST ANT: DATE OF RESPONSE: 

If you wish to proceed with this grievance, you have #~e (5) working days from the date ofresponse to initiate an informal grievance, if not 
already done, or to return the corrected grievance to JiJ Executive Assistant. 

1111 
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INDIANA DEPARTMENT bF CORRECTION 

OFFENDER GRIEVANCE PROGRAM 
FORMAL GRIEVANCE 

For Official Use Only 

State Form # 45471 Grievance Number 

To: EXECUTIVE ASSISTANT FACILITY: DATE: 

FROM: (OFFENDER NAME & DOC NUMBER) SIONA TORE OF OFFENDER: 

WORK ASSIGNMENT: HOUSING ASSIGNMENT: 

INFORMAL COMPLAINT 

Please explain what steps you have taken in order to try to resolve this issue infonnally. Please indicate the staffperson(s) with whom 
you have discussed this issue and any response(s) OJ action(s) that were provided to resolve this issue. 

STAFF PERSON(S) CONTACTED: 

STAFF PERSON WHO RESPONDED: DATE RESPONSE RECEIVED: 

STATE COMPLAINT PRESENTED TO STAFF AND THE RESPONSE RECEIVED: (NOTE: A SINGLE ONE-SIDED 8 Y," X 11" 
SHEET OF PAPER MAY BE ATTACHED IF NEC ESSARY TO EXPLAIN YOUR GRIEVANCE.) 

FORM AT, C,:RJF.V A N<:F. 

PROVIDE A BRIEF, CLEAR STATEMENT OF YbUR GRIEVANCE. INCLUDE ANY INFORMATION THAT WAS NOT 
INCLUDED IN YOUR INFORMAL COMPLAIN] THAT MAY ASSIST STAFF IN RESPONDING TO YOUR GRIEVANCE. 
(NOTE: May be continued on same sheet as µsed tc state your complaint.) 

STATE RELIEF THAT YOU ARE SEEKING. 

Signature of Executive Assistant Date 
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INDIANA DEPARTMENT Olf CORRECTION 

OFFENDER GRIEVANCE PROGRAM 
GRIEVANCE APPEAi 
State Form # 45473 

TO: OFFENDER NAME AND DOC NUMBER FACILITY: 

GRIEVANCE NUMBER: 

GRIEVANCE DATE: 

HOUSING ASSIGNMENT: DATE GRIEVANCE RESPONSE RECEIVED: 

REASON FOR AN APPEAL TO THE GRIEVANCE RESPONSE: 
(NOTE: Please ensure that a copy of the original G•ievance, a copy of the Response and any other needed infonnation is attached to this 
appeal when it is submitted.) 

Signature of Offender Date 

FOR OFFTC:T AT, TJSF. ONT ,V 

DATE APPEAL RECEIVED BY EXECUTIVE ASSISTANT: DATE APPEAL FORWARDED TO CENTRAL OFFICE: 

SIGNATURE OF EXECUTIVE ASSISTANT DATE: 

DA TE RECEIVED IN CENTRAL OFFICE: NAME OF PERSON RECEIVING APPEAL: 


