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1. POLICY: 

Montana State Prison will provide an internal grievance mechanism tn resolve inmate complaints, 
reduce the need for litigation, and afford staff the opportunity lo improve facility operationt<. 

II. IMPLEMENTATION: 

This pol icy will become operational on May I, 2005. 

Ill. AUTHORITY: 

DOC J.3.3 
DOC4.l.2 
DOC 1.3.52 
ACA 

IV. DEFINITIONS: 

Offender Grievance Procedures 
Offender Orientation 
Offender Abuse/Mistreatment 
si~ndards for Adult Correctional Institutions. 4'" /·:di ti on 

Grievance - An individual complaint filed by an inmate concerning subject matter us outline in this 
policy. 
Stand;:y:d Grievance -A grievance conceming all other matters not specifically catcgori:<:ed below. 
Emern:ency Grievance -- A grievance concerning matters that subject (or has subjected) an inmate to a 
substantial risk of immediate personul injury or serious hann. 
Medical Grievance - A grievam:e concerning matters of medical care and judgment. 
l'olicy Cnievancc A grievance concerning written policies and pmcedures. 
Staff Cond_!!f:-1 Grievance - A grievance concerning matters defined in DOC 1.3.52, Offender 
Abuse/Mistreutment. 
Grievance Coordinator (QC) -The staff member assigned lo administer, investigate, and respond to 
inmate grievances. The responsibilities nflhis position may also apply to that person's designee. 
f.)cility Health Administmtor (FHA) -The staff member assigned to administer the facility's health 
services. 

V. PROCEDURAL GUIDELIN~:S: 

A. Non-Grievable Issues 

J. At..'tions by outside entities not under the jurisdiction of the Department, including the 
Sentence Review Hoard and Board of Pardons and Parole, are not i,'lievable under the 
imnate !,~ievance systt..m. 

2. Classification and disciplinary decisions are subject to a separate appeal procedure and 
are therefore not gricvablc under the inmate grievance system. 

--- ----~ ---
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Subje~-t: INMATE GRIEVANCE SYSTEM 

B. Gricv11ble Issues 

1. All other issues inclu<ling, but not limited to, medical care, staff conduct, written poliey, 
and other standard grievance matters such as properly, visitation, mail, food service, 
conditions of con linemen!, program access, or religious issues are griovable. 

2. Grievances regarding th!! Department and facility's written policies and procedures must 
speLilically demonstrate with factual basis that the inmate filing lhe grievance has been, 
in some manner, unfairly or personally adversely affected by the application or opt.-ration 
of a wrillcn policy or procedure. 

C. Distribution, Submission, and Collection of Forms 

I. All formal grievances and appeals will be processed through the GC, or designee. The 
GC will distribute Inmate Informal Resolution forms, Inmate Grievance forms and 
Grievance Continuation forms to each housing unit whi:re they will be availahk to 
irunates from housing unit stall 

2. After attempting informal resolution (sec section E). the inmate may suhmil a written 
statt:mcnt of his complaint by filling out an Inmate Grievance form and placing it in the 
locked collt:etion box located in the how;ing unit lohhy. The GC, or designee, will collect 
grievance forms weekly from locked collection box.es and directly from lockt:d housing 
unit inmates no Jess than twice per 40-hour week. 

D. Time Limits, Extension, and Exhaustion 

1. The maximum length of time for completion of the grievance process is 180 calendar 
days, from initiation to final disposition. The Inmate Grievance Flowchart (attachment 
G) summarizes the process and clcMly identities the applicable time frames. 

2. With respect to all time limits established in this policy for inmates, extensions mny he 
granted by the GC for good cause shown in exceptional circumstances such as physical 
incapacity or being in transit while separ.:11cd from relevant document~. 

3. Staff may only exceed the time limits set in policy for good cause and with written notice 
to the inmate on a Grievance /lesponse Extension Form (allachment A). 

4. If an inmate foils to receive a timely response from a staff member as set forth in this 
policy, the inmalc may filt! the appropriate forms to advance Lo the ni:xt level of the 
grievance system. 

5. !fan inmate foils to advance to the next level of the grievance system within the stated 
time limit, he will be considered to have forfeited the opportunity to exhaust his 
administrative remedies under the inmate grievance syslem. 

E. Informal Resolution 

I. Except as provided below regarding emergency l:,'l"ievances, an inmate must firM present 
an issue of concern on an lnmatdOjfender Informal /fr.ml/JI ion Form (attachment B) to 
his assigned l,Jnil Manager (UM) or designce within five working days of the aelion or 
omission that caused the complaint, and attempt to re.~olvc the issue before filing a formal 
grievance. 

2. Informal re.~olution is not required if submission oftht! gricvuncc is mudt: in compliance 
with a court ordt--r directing the inmate to exhaust administrnlive remedies. 
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3. The informal resolution procedure may not operate to limit access to fonnal tiling of a 
complaint. 

4. The UM, or designee, will investigate and attempt to resolve the complaint infonnally 
and provide a response to the inmate on the lrunale Informal Resolution Response form 
within 20 working days ofreceipt of Lhe c(lmplaint. 

5. If Lhe UM, or dcsigncc, refers the complaint to a more appropriate department for 
response, the action and date ofrefe1wl must be documented. The receiving staff 
member will thoroughly address the wmplaint and notify the inmate and UM if an 
answer cannot be provided before the established 20 day deadline. The response to the 
informal resolution will be routed back to the UM to he given to the inmate. 

6. The inmate has three days atlor receiving the response to his informal resolution to 
submit a formal grievance. 

F. Formal Grievance - Filing 

I. An inmate wishing to file a fon11al grievance may do so within three working days from 
the date he received the informal resolution response. The inmate will complete an 
lnmate/(?lfender Grievance Form (attacluncnt C) with all requested identifying 
information, and legibly and clearly state the complaint in the space provided on the 
fimn. If more space is needed, the irunalc may lL'e up to one lnma11?/(?/Jender Grievance 
Co111i1111ation Form (attachment D). 

2. The inmate will place a single complaint or a reasonable number of closely related issues 
on the form. If the inmate includes multiple unrelated issues on a single fonn, the 
submission will be rejected and returned without response. The inmate will then be 
advised lo use a separate form for each unrelated issue. 

3. The inmate will provide copies of all documentation essential lo the resolution or a 
grievance, including the Irunatc/Otfonder Informal Resolution rorm with staff response. 
The inmate is encouraged to retain a copy of all exhibits for his personal records. 

4. Grievances filed by two or mon~ inmates on the same form will be returned to the 
inmale(s) unprocessed. An inmate may n\>t submit a grievance on behalf of' another 
inmate. Inmates may obtain assistance from stuff or other inmates to write a grievance. 

5. The GC will assure that the grievance is complete. All incomplete grievances will be 
returned to the inmate with a written statement as to why ii is nut heing processed. The 
inmate may resuhmit the grievance with the appropriate corrections, but must do so 
within 48 hours or the gricvam:e may be rejected. 

G. Responding to the Grievance 

I. The GC, or designee, will respond to all properly filed grievances. All resp<;nses will be 
written and rnntain specific, explanatory reasons for any decision to assist the irunate's 
understanding of the decision. 

2. All written responses lo a grievance will be legibly signed and date<l by the staff member 
prnvidi ng the response. 

3. Except for the Department Director, any person implicated in a fom1al inmate grievance 
will not pa1ticipate in the decision-making process concerning the grievance. 

4. . The Warden may assign a designee to address inmate grievance appeals. 
5. With the cx.eeplion of the Director's response, all responses from staff memhers will 

include instructions to the inmate on how to advance the grievance to the next level, or 
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for proper completion or lhe immediate form. The Uircetor's response is final and 
exhausts available administrative remedies through the inmate grievance system. 

H. Processing by Grievance Coordinator 

I. The grievance coordinator will: 
a. Detennine into which category the complaint falls and log the &rricvance upon 

receipt. 
[Note: Emergency grievances will be screened for actual emergent nature and 
forwarded tu the Warden, or designee, immediately. Policy and staff conduct 
grievances will also be forwarded to the Warden, or designcc, immediately. The 
GC will confer with the facility health administrator (l'HA), or designee, to 
detennine whether a complaint should be deemed standard or medical. Mt:dical 
grievances will be forwarded to the FI IA, or designcc, immediately.] 

b. lmmcdiatdy return to the inmate any incomplete or improperly filed grievance 
fonn. 

c. Respond to all standard grievances within 20 working days. 
d. Document the basis of any decision in the response to the inmate. 
c. Retain all documentation regarding the grievance in the grievance files. including 

all efforts to resolve the grievance. 
r Record all steps of the grievance and any appeals in a grievance log. 
g. Deliver all responses to the inmate and forward all appeals. 

2. The inmate will have three working days to submit an appeal. 

I. Processing by the Warden 

1. Appeals: 
a. An inmate wishing to appeal the GC's response may do so by submitting an 

Jnmate/O.ffendcr Grievance Appeal to Warden/Administrator fonn (attachment E) 
and any additional documentation to the GC within three working days of receipt 
of the response to the grievance. The GC will attach all documentation anc.l 
promptly forward the appeal lo the Warden or dcsigncc. 

b. Within 20 wmking days of receipt of the appeal form, the Warden, nr designee, 
will review the grievance and provide a wrillen response to the inmate, specifying 
the reasons for any docision. The response will be rctumcd to the inmate through 
the OC. 

c. In addition to the response, the Warden, or designee, will include instructions to 
the inmate that he may appeal the decision lo the Department Director. 

2. Emergency Grievances: 
a. The Warden, or designee, will respond to an emergency grievance within 48 

hours of receipt of the grievance. 
b. In addition to lhc response, the Warden, or dcsignee, will include instructions to 

the inmate that he may appeal the decision to the Department Director. 
c. The inmate will have three workini,rs days lo submit an appeal. 

3. Staff Misconduct Grievances: 
a. Any grievance that lits the specific criteria noted in DOC Policy 1.3.5 2, <~tfenda 

Abuse/Mistreatment, will be forwarded lo the Warden. · 
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h. Within 20 working days of receipt oflhe grievance, the Warden, or designce, will 
provide a written response to lhe inmate. The response will be returned to !he 
inmate through the GC .. In uddition to !he response, the Warden will include 
instructions to the inmate that he may appeal the decision to the Department 
Director. 

c. The inmate will have three working days to submit an appeal. 

4. Policy Grievances: 
a. Any grievance challenging formal policy will be forwarded to the Warden. 
h. The Warden will convene a policy committee as deemed necessary. 
c. Within 20 working days of receipt of the grievance, the Warden, or dcsignee, will 

provide a written response to the inmate. The response will he returned to the 
inmate through the GC. In addition lo the response, the Warden, or dcsignee, will 
include instructions to !he inmate that he may uppeal the decision to the 
Department Director. 

d. The irunatc will have three working days to submit an appeal. 

J. Processing by the Facility Health Administrator 

I. The GC und FHA, or designee, will determine whether grievances alleging problems 
related to the me<lic.:al depa1tment can be handled as standard !,'lievances. The FHA, or 
desihrnee, will take the grievances involving medical judgment and process them. 

2. The FHA, or designec, will confor, as necessary, with the health care providL'T or the 
medical director prior to responding to the grievance. 

3. The FHA, or dcsignec, will provide a written response within 30 calendar days of receipt 
ol'the grievance. In addition to !he response, the FHA, or designee, will include 
instructions to the inmate thut he may appeal !he decision to the Department Director. 
The response will be returned lo the inmate through the GC. 

4. The inrnat~ will have three working days lo submit an appeal. 

K. Processing by the Department Director 

1. An inmate wishing to appeal the Warden or designec, or the FllA or designcc's response, 
must suhmit an Inmate/Offender Grievance Appeal Tu Corrections /Jirecror form 
(attachment F) and any additional documentation lo the (i(' within three working days of 
receipt of the response. The Warden, or designee, must be provided a copy of any 
appealed medical grievance. The GC will a!tach all documentation and promptly forward 
the appeal for the Director's review. 

2. An inmate may not raise in an appeal any issue that was not raised in !he lower level 
lilings. An inmate may not combine appeals or scparnle lower level responses into a 
single appeal. 

3. The Director, or dcsignce, will respond to an emergency grievance within I 0 working 
days ofrcccipt or the gricvam:e and appeal. The Director, or dcsignel!, will respond to all 
other appeals within 30 calendar days of receipt or the grievance and appeal. The 
Director will review !ho grievance and provide a written response to the inmate, 
specifying the reasons for uny decision. The response will be returned to the inmate 
through the GC. 

4. The i)irector's response is final, and exhausts all administrative rcmcdi.cs available to the 
i1unalc through the Department's inmate gril!vance system. 
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L. ~:mergcncy Grievances 

1. Inmates alleging actual, or risk of, immediate physical harm may submit an emergency 
grievance. 

2. The inmate will specify on the form the exact nature ofthe complaint and why the 
complaint is considered an emergency. The inmate has 48 hours from the incident to file 
a formal L'l11ergency grievance. 

3. The inmate will submit the Inmate Grievance fonn to the GC, or Lo the Shift Commander 
in the GC's absence. Any inmate alleging an emergency grievance issue muy obtain 
assistance from any staff member to ensure the brrievance is delivered to the GC or Shift 
Commander. The GC or Shift Commander will determine whether the complaint is 
emergent and forward legitimate emergency grievances to the Warden, or designce, for 
processing. 

4. Upon receipt of the emergency grievam:e, the Warden, or dcsignee, will respond to the 
inmate in writing within 48 hours. The GC may extend this time only for an additional 
48 hours. The GC will inform the inmate in writing ol'any time extension. 

5. The inmate may appeal the Warden's denial of an emergency grievance to the 
Department Director within three working days of receipt of the response hy submitting 
an appeal fom1 to the GC who will promptly forwanl the appeal to the Director. The 
Director will respond to all legitimate emergency grievances in writing with I 0 wl>rking 
days or rccei pt. 

6. A grievance determined not to be a legitimate emergency by the GC, Shift Commander, 
Warden, or dcsignee, will be returned to the imnate within 4fl hours with a written 
response specil'ying why the complaint is inappropriate as an emergency grievanct.!. The 
inmate may then pursue the C{1mplaint a~ a standard grievance. 

7. The decision tn return the grievance for standard processing may not he appealed. 

M. Inmate Use of the Grievance System - Protection Against Reprisal 

l. Inmates will not he harassed, punished, or disciplined for uti\i;dng the inmate 1,rrievance 
process. Employees may be subject to disciplinary al.1ion if they violate this directive. 

2. All grievance docummts will ho placed only in the grievance li\c maintained by the GC. 
They will not he copied to other inmate files. 

N. lnmat.e Abuse of the Grievance System 

I. Abuse ofthu grievance procedure muy include use of profanity, th reals, abusiw or 
demeaning language; submitting an excessive mimber or grievances; or, submitting 
multiple grievances in reference lo the same issues. 

2. If an inmate dcm\mslrates a pattern of abuse of the inmate grievance system, tho Warden, 
or designce, will notify the inmate, in w1iting, that such actions are creating an 
administrative burden at the expense oflegitimate complaints. The notice will contain 
specific reasons !Or the <lccisicm and noti!'y the inmate that the GC will return lilture 
brrievances that demonstrate a continued patlt:rn of abuse. The notice will not be subject 
to appeal. 

3. Future brrievances demonstrating a continued pattern or abuse will he lugged, assigned a 
case number, and returned to the inmate with the issue unanswered. The GC will ex.plain 
the action in the log. on the grievance, and to the UM. 
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O. Access to Information 

I. All inmates will have access to a copy of this policy, regardless of their classification, 
disciplinary, or administrative status. Copies will he maintained in the inmate library. 

2. Newly received inmates an<l newly hired staffwill receive a copy of this policy an<l have 
an opportunity to ask questions an<l receive answers about its procedures. 

3. In the course ofresolving a formal inmate grievance complaint, the GC, or designee, will 
have access lo essential records for grievance resolution. The inmate's grievance serves 
as a waiver of i;ontidentiality in this regard. 

4. This [1(llicy will be available in English and any other language spokl.'Tl by I 0% of the 
inmate population. The assigned UM or designcc will assist inmates who do not speak a 
language spoken hy a significant portion of the inmate population. as well as th(ise 
inmates who arc visually or otherwise impaired. The !JM or designec will explain how to 
complete fom1s, tile, appetil, und resolve grievances. 

P. Remedies 

l. .The grievance procedure will afford a grievant a meaningful remedy to valid grievan1:es. 
The scope of available administrative remedies is broad and should he applied on a casc
hy-ca.~e hasis. Possible remedies include, but are not limited to: 
a. Moditicalion ol'institulional policy or prnctil:e. 
b. Replacement, restoration of, or restitution for personal property. 
1:. Assurance that deprivation of necessary care or other abuse should not recur. 
d. Other remedies that will meaning!Ully solve the prohlmn pn:sented. 

2. Suhstantiated inmute claims of property loss or damage by staff may be reimbursed by 
the GC or staff with authority lo spl.'Tld from an assigned hudget. 

VI. CLOSING: 

Questions concerning this policy should be directed to the Warden. 



STATE OF MONTANA DEPARTMENT OF CORRECTIONS 
MSPI I MWI' 1 CONTRACT FACILITY: __________ . __ _ 

GRJEV J\NCE RESPONSE EXTENSION FORM 

No: 
TO: 

FROM: Grievance Coordinator 

RE: Extension of Grievuncc Response 

DATE: 

This is to infonn you that the Grievance Coordinator I Warden I Director has received your grievance. 

A<l<litional time is needed lo further investigate your grievance I appeal. This extension is necessary for the 

following reasons: 

-------- .---- ---- ·--

-- .. -----

--- .. ------

An estimated <late of response lo your complaint is __________ ·---

Signc<l: ___ _ 

l acknowledge receipt of this extension. I agree I disagree with this request. 

----------
Inmate Signature Dale 

Grievance Coordinator (White) Inmate (Canary) 



STATE OF MONTANA DEPARTMt:NT OF CORRECTIONS 
Msp·1 MWP.11 CONTRACTFAC!LITY:. 

INMATE/OFFENDER INFORMAi. R~SOLUTION FORM 

Name: Nurnhi.:r: ····--- Houf:ing: ... r>urc: ______ _ 
Dc:-;cribc rhc prohlcn1. rncludc date and tin1e the incident occurred, lliln1cs ufstal1"involvcd, de!'Criprion of nuy l'vidt.-ncc, nan1es of any 
wiines~e>. WJIO did WI IAT. WllLCN. WHLlRL & wh.il have you dune so far ro get the probl"'n rq,airctl'! . 

... -··----·-··--------------

. ·········---·-·-------------------

ACTION REQUESTED:------------------------------

_____________________ INMATE s1c;NATlJRF: 

RESPONSt': The u~1ion you request is I is not appropriate because: --··-·---· 

Requested action is granted ·-I denied_. You have the right to grieve if this response docs. not satisfy you. 
RF.SPONllANT SIUNATLJt~: TITLI!: DATE: 

I acknuwlcditc 1ha1 I have received this response. __________ _ 
INMAT1' SIONA TU RE DAT1' 

c:RllCVANCt;S MUST BF, SllRMITTF.D WITlllN TURH (3) WORKING DAYS OF RF.Cf.I PT OF TlllS RF.SrONSE. ATTACH 
COl'll::S Of ALI. Pr.RTINF.NT lNmRMATION ANO Pl.ACl:.IN TllF: GRll::VANCl: l:OLLt;CTlON l.OCK ROX. (<.RIFVANC:F 
WRMS ARE AVAll.Ant.r. rROM llOUSINO STAff) 

WtllTL!. - CRlf.VAN<":F. C:OORDINATUR CANARY - INMArn C:Ol'Y OF R~SPONSR PINK. lNMATF. RRC'F.IPT 

Allm..:hmi:nl IJ -MSl1 3. J.J. l11111atc Grf.;.,an~c Sy~1.:m - hurkmc:nh~cl MSty :?II().~ 



l)o no! write In thh SJIA\"t' 
l!M IJN.lil!NCY S1~1T Cum.lul.'.l M1:di1.:<1I Pcilii::y 

Received by: ______ _ ____ Date: __ ------.Gr. No.: __ _ 

MSPI 
STATE OF MONT ANA DEPARTMENT 01<' CORRECTIONS 

MWP 0 CONTRACT FACILITY: 

INMATE/OFFENDER GRIEVANCE FORM 

Ninnc; ·- Nu1nbcr; . Housin~: .. Dttic: . 
Uescriplion must include date and time incident occurred. ttllcmpts niade to resolve::, IWmcs of staff involved. description of any 
evidence. names of any witnc""cs .. WHO did WHAT. WllEN. WHl::RJ:::, & whar did you do to get the problem repoiroo'/ 

ACTION REQ! IFSTr.D: 

___ INMATI:: Sl(iNAT!IRE: --------

Uy my :-;igm.1lurc i.lhnvc:. I waive l.\onli<.fon1iulily 11111ny records nt:c~!l."l.I)' 1ri i1wc~tig..1ll~ i'll\d r~ulve my t.:umplainL um.1 ccnil}· rhc 1111rh nf 1111 my :st...1k111c:.i11:s ln:r1:in. 

RcSPONSr: --------------

. ··········------------------
--------------------------------You hav~ !he right lo appeal this n:sptuisc lo lhc ncxT h .. "Vcl. 

RF.SPONDANT SIClNATllRE: --------------------TITl.F.; --~--

I <Jl'.kno~h .. .Jgc lhi.il I hi.Ive n..uiv!!:t.l lhis re:~p(n1se. I dt"I /do nol inh:ru.l lo uppcal lo Lh1: ric:ic.L lc\·cl. -----~-
INMA"l"U SICiNATUl\C 

DATF 

l)ATL! 
YOlJI{ Al-'PL!AL MUST ill:: SlJUMITll.!LJ Wl'l'l llN Tl llU.!1..! l3l WORKING L>A VS 01,. K.t.:Cl.!IPT UF Tl llS Rl!'Sl'ONSl.t Allil<.'h copii..-s of.ull pi..-i11ncnt lnthnu:lrioi1 
:u1ll i•l1t..:i:: i11 1hi.: ,::.rii.:vm1i.:i.: ~(lll1..'(li11n k"K:k hox. (Al')Jli.:.'1.I li"lrms :i.rc st\•:lilshlc fro1n hnu."inp. i;t:itl: I 

C1R IF.V AN(F. Rf'("OIU>S WlllTLl IN:l!ATF. RF;SPONSF.- CAN~ f<Y lNMATI! RF.CIF.PT ·PINK 

AuuchmL.-nt C - MSP .1 .. 1 .. t lnm:th~ <irf,•.11:i.11cc Syi..l~in llnplemcntc:J M;_1y ZOOS 



STATE OF MONTANA DEPARTMF.NT OF CORRECTIONS 
MSP 11 MWP I. CONTRACT FACILITY:--· . ----------

INMATE/OFFENDER GRIEVANCE CONTINUATION FORM 
(NOTE: Ouly unc cu111inu11liun p<1i;e may be: U."icd.) 

N111ne: ------------
_______ liou:o;in.g: __ .. Date: ___ _ 

.. ······-·-----------...,..--
... ·····-··----------------

--------·-----··· .. , ... ····-·-----··-· 

-----------------····-········ 

/\ll.;.1d1111~:11t r> • M~P .l .. ~.:l. lnma1c (iricvuncc Sy:-;1e1n hnpleint'Tlle'J :'14i1)' 2005 



Un not write in this space 

Re~civedby: ___________ _ Date: ________ _ Gr. No.:, ____ _ 

STATE OF MONTANA DEPARTMENT OF CORRECTIONS 
MSP ~I MWP: CONTRACT FACILITY: _________ _ 

INMATEfOFFENllt:R GRl~:VANCE APPEAL TO WARD~:NfADMINISTRATOR 

In111atc Nann~: -----------Number:------ Hausing: ______ l):il~: ___ _ 

Slall:' the renson you are nppealing: 

WARDEN'S RESPONSI•:: 

Appeal has been b'T<1nlcd ____ _ denied ___ .... Date: _____ _ 

Comments: 

You fu1vc tho right to aprcal this rcKponsc lo tho Uirector. 
Wnrdcn"s Siw1au1n: 

I acknowledge that I have received this response. I do f do not intend to appeal to the next level. 

INM/\TU SIGN/\ TliR'F 

Al'l"F.ALS TO THI!: COIUU:CTIONS DIVISCON ADMINISTRATOR MUST Bli SU3MITTl•:I> WITlllN THREE (3) 
WORKING DAYS OF RECEll'T o~· TIJIS RF.SPONSE. ATTACH COPIF.S OF ALL PERTl:'llEl\T lNFORMA"l'ION ANO 
l"LACE IN nu; GRIF.VANCE COLLl!:CTION I .OCK ROX. (APPEAL !·'ORMS AV All.ARl.F. FROM HOUSING STAFF) 

liKllV /\NCE RECORl'lS - WHITI! l~MATf, RfSPONSLl C/\N/\RY INMA'lF. Rt:Cl~PT rlNI< 

Atlticlimi.:nt l! - MSt' JJJ. hnu;\IC: Ciri..-v:lncc Syslcm lu1pku1c11IOO M~y >.005 



Do not wrih.• in lhh· :i:piu:c 

Received by: __ Date: ___ _ Gr. No.: ____ _ 

ST ATE OF MONT ANA DEPARTM ~:NT o~· CORRECTIONS 
MSP 11 MWP I CONTRACT FACILITY:. ___________ _ 

INMATE/OFFENDER GRIEVANCE APPEAL TO CORRECTIONS DIRECTOR 

lrnnarc Name: ... _____ Housing: ______ J)alc:: ___ _ 

SL•lc the reason you"" appealing: 

ouu:c:TOR'S RF.SPONSF:: 

Appeal has been granted ___ _ denied _____ _ DATE ____ _ 

C.omn1i:nt~: 

j)iri:ctor':;. Signu11irc 

I acknowledge that I have received this response. I understand that there arc no more administrative remedies 
available to me. If dissutislie<l with this response, my next step is to contact the approp1iate court. (lnfonnation 
about contacting the courts is availahle in the library.) 

INMATE SIGNATllRF. DA i'i; -

- c;Rl~V ANC~ l\EC'OROS-WHITE INMATF. RF.~PCJNSl!-C:ANhllY INMATF. RFC'IEPT- PINK 

AUm~hlnt'lll F. MSP '.\ '.\J. ln111:1rc Ciricvuncc SysLc:m hnp/c:111c1.1l~ Mo1y :?005 



INMATE GRIEVANCE FLOWCHART 
.-------------~-~~·~~/.'7"---------·.-:-"'""-,••--:.H•,''"' ·~-------,,.--------------------, 

INFORMAL RESOLlll'ION STANDARD EMERGENCY 
l>----~-.. -.---------1--------------+---------- •-.. ·------1 

•(;1111:VA8/.£ INCILlf:.NT OCCURS* 

Inmate 
Attempts to resolve. 
• 5 <lays 
• Attempt to resolve with staff 

involved 
• May take issue 1.0 UM/CM for 

assistance & to file Informal 
Resolution form 

, UM/CM/Involved Staff 
Respond to infonnal resolution 
request. 
• 20 O>tYS 
• Granl/denylfind alternnlivc 

n;solL1lion. 

• Deliver response to inmate. 

If iomate is satisfied, issue is 
considercll resolved & no further 
actio11 is ts.ken. 

JnjOrmol re~"oluti"n 11aperYi•ork 
forwarded w (iCji1r r<:cordlttg. 

If inmate is rwr satisficll 
• 3 days 
• S ubmil formal griev;mcc l.o GC. 

GC 
Log, inves!igme & respond: 
• 20 days 
• Grant/deny 

GC gives response lo inmaie. 

If inmate appeals 
• .> day~ 
• File Appeal-to-Warden with GC. 

GC auaches all doc11menlatio11 
&.fiJr .. vards to War<fc?.n. 

Warden 
• 20 d~p 
• Grant/deny & return to UC for 

further review. 

GC gil'es response to inn1<Jl1'. 

Tfinmatc appeals 
• .3 d~y.lrii 

• Inmate tiles appeal to DOC with 
GC. 

GC rmaclies <Jll docum"11/alio11 and 
fon<'a rds w l)OC. 

Director 
• 30 c:1le11dar days 
• Ci ram/deny. 
• Return to <IC/Warden for furl.her 

review. 

r,c giv<?S l"<'Sponse lo inmute. 

End of process. 
(himare ~an go w courl if"di.,·satisfied) 

* UylJl\SSCs Informal Resolution 
due toils n.olun:. 

Inmate (ASAP) gives b'ficvancc 10 
either: 
• U1icvimce Coordinator 
• Unit Supervisor, or; 
• Command Post 
Unit ~c;UfU!rVf.\·or/iJrwu.rd.,- tu either: 
,._ Grievance Coordinator M 

:;;. Command Posl 
Command Pmt./onrw·rls /(1 Grievance 
Coordinutor. 
Grievance Coordinator dclcm1incs if 
grievance meets emergency eritc.Tia. 
• ASAP and forward 
• To Warden 

Warden 
• 48 hours 
• + 41! hours (with written notice) 

1. (irant 
2. Deny 
.1. Return as not emergent 

If inmate appeals 

• 3 dny' 
• Inmate Ii Jes appeal 10 DOC with 

UC. 

OC uuache.1· all docllmentalion and 
_Fnwards lo DOC. 

llirector 
• 10 days 
• Grnntldcny. 
• Rel um to Ci(.'/ Warden for nll1her 

review. 

6'(,.' .f!iVt!.\' rt:,\'{Jonse to i111nacc. 

End of process. 
(lnmare can go to r:ourr !(dissati.,·fied) 

'-----~-,-----···----"---·------' _____ .......,!b------~,-------· 
/\!l.;.1i,;11111i::n1 Ci, p. I oi'1- MSf' ~.'.\ .. ~. lnmai....· Urit:v1111c,;\" SyMl!m - lmpl~en.1c<l Muy ?.nos 



lNMATt-: GRIEVANCE FLOWCHART 

···--··· -···· 

M~:lllCAL POLICY STAn· CON Ill/CT 
... ~·--· 

GC GC GC 
Log & forward to foacility llealth Log & forward to Warden/Facility Log & forward to W:mk:n/Fa<.:ility 
Administrnlur (FHA) or desig,nee. Administrator. Administrn I or. 
ASAP ASAP ASAP 

FHA Wuden Warden 
Confers wilh Provider &lor M.:dical fConvenes Committee as ncccssaryl • 20 <l•y.~ 
Director & respomb: • 20 <lnys • Grani/dcny: 
• '..\O calendnr days • Grani/deny/return to c;c for 

• Grani/deny furthc'T review. GC giws response lo inmaw. 

(/(: giVf.~S rc: ... f'OI!.\'(.' /o illn~afe. GC gives response w inmate. 
If inmate appeals 

If inmntc appcab • '.l days 

• ~ <lays If inmate appeals • Inmace tiles appeal to DOC with 

• Inmate tiles appeal to DOC with • 3 dnys GC:. 
UC. • Inmate lilc~ appeal to DOC with 

GC. VC attac:hc~s all doc.·u"1erlfalion & 
GC.' at•,,., ~111~\' ,,111loc:rin11'fl"";; 1n ":017ir~s fo,.wartf.,· /o DOC. 
Warden. and.forward,,· /11 DOC. GC allaches all docum<mlali<m and 

/iirwardr 10 DOC 
Director 

Director • IIR review before linsl decision 
• 30 cnlen<lar dnys Director • '.10 calcudnr dnys 

• Obtains Medical Director review • Legal review before final decision • <I rant/deny/ return l\> w~nk:n for . 
• Obtains l .cgal review • JO rnlcndur 1lays li.Jrther review 

• Urani/dcny • Gran1/dcny/ 

• Return lo Warden for further (i(_' Kive.\· res1)011se lo inn1at(~. 
(j:(. J.:ZVC,t (f?SjJOllS~~ tn 1nn1u.1<.~. review 

GC J~ive,,· ,.c!SJJonse to in7nate End of Process 
End of proc.ess (lmnaw wn go lo courr lfdissalls/ied) 
(!11mate can go to Court ifrlis.mtisfied) 

End of Process 
(l11mM<' can go lo "ourr il dlssatisfi~d) 

.. .. . 

Allll.1.:hn1i=nl C, p.2 of~- MS!' J.JJ. 111marc U1ic'\'anr.:c Sy::.:1t:111 - llllf'l\CJn~lell M;iy '.'l.Cl05 
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MONT ANA STAT!<: PRISON 
STANDARD OPERATING PROCEDURE 

SOI' No.: 3.3.3.001 J Subject: ADMINISTRATION OJI INMATE GRIEVANCE PROCt:DlJRI<: 

Chapter 3: Institutional Operations Page l of 2, plus attachment 

Section 3: Security and Control Revision Dale: 

Signature: /s/ Mike Mahoney Effective Date: November 25, 2005 

I. PURPOSE: 

These pJ"(lcedures specily !he manner in which MS/' 3.3.3, Inmate Grievance .~ystem will be 
administered. 

II. IMPLl<:MF.NTATION: 

This standard operating prneeduro becomes operational on November 25, 2005. 

Ill. AUTHORITY: 

MSJ' 3.3.3. lnmate Griei-ance System 

IV. DEFINITIONS: 

None 

V. RESPONSIBILITIES: 

A. The Technical Correctional Services Bureau Chicfhas responsibility for, and ex~cises functional 
supL'l"Vision of, the Inmate Grievance System at all adult secure cure facilities, and will: 
1. Ensure that a staff member from oach adult secure care facility is appointed to act as the 

lilcility's Grievance Coordinator. 
2. Prepare an annual assessment rnp6rt on the inmate grievance system b<L~ed on a review of 

the information contained in each Monthly Inmate Grievance Statistical il<'port (sec 
attachment A) submitted by the Grievance Coordinators and any comments received from 
stitff and/or inmates. This report will be suhmitted to the Montana State Prison Warden 
and Montunu Department of Corrections Direcwr for review. The report will include 
statistics and supporting description indicating the level at which grievances am bcing 
resolved. The Warden will review the annual assessment repo1t and determine if any 
corrective action is needed. Further dissemination of the annual assessment reports will 
he subject to any individual right of privacy that outweighs the interests of public 
dissmnination and any interest affecting the safoty and security of an institution. 

3. t-:nsure that appropriate revisions ure made to this SOP and the inmate grievance system 
policy hased upon the assessment reports and any changes in laws that affect the 
grievance system. 

4. Ensure all inmates arc provided with· writttm notice and an oral explanation of the 
grievance system as part of the intake/orientation process. 

5. Ensure that the inmate grievance system policy is readily available for use by all inmates, 
in all adult secure care facilities, regardless of their classifica.tion, disciplinary, or 
aclmini~trative status. 



SOP No.: 3.3.3.001 / Chapter 3: Institutional Operations / Page2ol'2 

Subject: ADMINISTRATION OF INMATE GRIEVANCE PROC~:DURE 

fl. Each facility Health Administrntor will: 
l. Prepare initial fom1al grievance responses for medical grievances in consultation with the · 

health care provider, as necessary. 
2. Ensure that health services staff comply with the specifications of the Inmate Grievance 

System when responding to gritwanccs concerning medical issues. 

C. The facility training officer shall t-'Tlsure the Offender Grievance System is included in the on-site 
staff training curriculum. 

D. Each facility Wardcn/designee will: 
l . Respond to standard grievance appeals. 
2. Provide initial fom1al grievance responses for emergency grievances, policy giievances, 

and staff conduct grievances. 

F.. Each facility Grievance Coordinator will t-'Tlsurc: 
l. All grievance system forms an: made available to inmates in all custody levels, by 

maintaining a supply of all grievance systt-'ln llmns and distrihuting them to the inmate 
housing units, and as necessary to individual inmates. 

2. All grievances and appeals at any level are entered on a Grievance Coordinator Log that 
must be retaine-0 for three years. 

3. All efforts pursued to resolve all grievances at the informal level arc documented. 
4. r:uch grievance filed is tL<signed a case number that is wnsistent on all fom1s/docurncnts 

and appeal applications for that grievance. 
5. The investigation of all grievances is wordinatcd, and that appropriate responses and 

reasons for tlccisions are provided. 
6. All time frames established in the grievance system policy are tracked and adhered to. 
7. A grievance file with all records regartling the filing and disposition ol' each grievance is 

maintained, incluuing Department grievam;c !Orms and any attachments. These records 
will be maintained for three years following linal disposition of the grievance, secured as 
con lidential, and will only he released pursuant to law and Department of Corrections 
policy. 

8. A Monthly Inma/(' Grievance Statfalical Reporr (see attachment A) is prepared and 
submitted to the Technical Correctional Services Bureau Chicl'(with copies to the 
Wardenhlesigncc and Contract Placement Bureau Chief) within one week following the 
t-'Tld of the month. A written log ofimnalc grievances, s\1rted accoruing lo assigned 
housing unit, will he submitted along with the statistical report. Month(y Inmate 
Grievanc(' Statisrical Reports must be retained for three years. 

VI. CLOSING: Questions concerning this procedure will he directed to the Ti:chnieal Correctionul 
Services Bureau Chief. 



TO: 

FROM: 

DATE: 

STATE OF MONTANA DEPARTMENT OF CORRECTIONS 
MONTHLY INMATJi'. GRIEVANCE STATISTICAL REPORT FORM 

MSPO MWPO CONTRACTt'ACILITY: 

MONTll: YJ::AR: -··-

(name). Technical Correc1ional Services Bureau Chief 

(name), ({ad/ity name), Grievance Coordinator 

(month) I (day) I (vea1) 

Grievance Coordinator's comments: 

NUMBER OF INFORMAL RESOLlJTIONS l'ILED: (number! 

NUMBER o~· GRIEVANCES.Ffl.f:ll: i!lYJnk.ITJ. inmates submitted (number) total grievances. 
Standard: (number) Emergency: (number) Medical: (numbed. Policy: (mm:z.ber) S1;1ffMisconduc1: (numf?e_t;; 

GRIEVANCF.S OROPPED AT INMATF.'S REQUEST: (number) 

GRTRVANCES PENDING FINAi, DISPOSITION: (number) 

SC)P ~. l .. ~.001 A11mi11is1r;.11i,,.1 01' lnniatc (Jni.."\lllncc Pmr.C'.clur~ l\t1.ai.:h1m:nt A (p~gc I 11f .1) 



c Sh. dB I L f /U . .rievances u nuttc " nmatc oc11 ion mt: . 

- ..... ... 

LOCATION: D~·~· Nl11· t"li:t LOCATION: n.:r. \11\\• Ol!l LOCATION: n.-.: ~<IV lkl 
. ..,., .. ·-· ·::.-.... 

Max Unit A Ml>IU 

Close Unit 111 Unit B Work Dorm 

Close Unit I UnitC Infirmary 

Close Unit II Unit 0 Transfer~ 

Oth~T 
· .. .. 

Grievances Su hmittc dB D , epartrncn ml neve t/U . G. d : 
··--· .. -·· -· 

LOCATION: \)~·..: N,,~- (>..~l ihC/\ TION: (h::l' )..,l,,v Oc1 LOCATION: J.k,: :-.1n· Ckt 
. ...__ .. ..,, 

A Unit Disciplinary l'rop~11.y 

Accounting T' ood Seivice Ranch 

Administration <Jricvancl!' MDnJ 

B Unit Industries Records 

C Unit Infirmary llabilitativc Scrv. 

Canteen Jn mates Security 

Classification Investigation Visiting 

Close Unit I !Pl'O Wan:housc 

Close Unit ll Mailroom Work L>onn 

Close Unit 111 Maintenance Unknown -Contr.nct Plac(...·nu .. ·nt Max 

D Unit M~-ntal Health 
llairy l'olicy/l'roccdurc .. ~. •"·" 

Grievances ti mitted , ·1 ypc 'omplaint: 
.·.c . -.... - -- .. 
s b B ore 

TYi'~:: n~ ... ~ N.w U..:l TYPE: l>..:l' ,\1<1V o~-1 TYl'I·:: DL:1,; Ntiv U..;L 

--·- :.. .. ·"'·· 
Canteen Living Condition Prorerty 

Classification Mail Records 

Edu cat ion Meals Recreation 

Policy Violation Medical Religious 

Grievauce Ruling Miscellaneous Staff Actions 

Groups Money Threats 

I !earing Decision Non-Staff Action~ Unethical Conduct 

! 
OSR's Non-Receipt Visits 

Laundry Pcn.onal Injury Work l'rogrnm 

Legal Policy Other 

' 
Libnuy Privileges 

·-... ... . . 

SOP 3.3 .. l.(1!) 1 Arl111inisln1Lim1 Of flllll~h~ Ciricvuncc l'rui.:1.'\lul'C'. • Armch1ncn1 A {l'UIJC 2 of J) 



GRIEVANCES NOT PROCESSED DUE TO: -· ·, 
REASON: u~,: \4L\' 0l'l lh:ASON: 

. ·-•... ~..,. . 

Abuse of procc•s lncompl~>tc/unclear 

Abusive language Nol timely 

Duplicate/Multiple Inmate request 

Exceeds limit Resolved 

Improper/nu infonnal 
Technical (wrote in 
rc~pon~c :-.ection, 

resolution 
etc.) 

--··· 

GRIEVANC~:S GRANTED DUE TO: ..... 
REASON: IJ~'t- ~ii\' Ol'l R1·:ASON: 

-· -· -·- .. 

Staff <-"lTOr 
Fvi1k:nce/staff 
supports clai!;'_' .. ... 

GRIEVANCES DEN IM> OUE TO· . . .. ,,._ 

REASON: D1·~: '.'\ti ... Od Rl'ASOI\:: 
·= ... ···-

Curr<--nl policy I 
practice I procedure is No stalTcrror 
aooropriatc -
Evidence does not No indifference 
SUDDl>rt claim 

Inmate was at fault No meril lo claims 

No •bu>c of authority 
Nol medically 
indicatc<l/nccessary 

.. ........ 

APPEAL~:D TOW ARDEN/DI<:STGNEE: (!11Jmber) 
Appeal Granted: (number) 
Appeal Denied: (numherj 
Appeal Response Pending: {nyrn.berl 

IJ~:c No\' 

.... 
Ui.:c N1w 

""'"·· 
f}~t;. N1iv 

-·· . 

APPEALED TO CORRECTIONS DEPARTMl~NT; Cnwnber) 
Appeal Granted: (number) 
Appeal Denied: Q1umber) 
Appeul R~.~ponsc Pending: (numb<'rl 

Ct.:: Wardcn/dcsigr1i:c-
('tmlr:i.cl l'l;:tcclll~".Tll £1ure:iu Chief 

Ocl REASON: 

Non grievable 
( classiticati~~L--. 
Non J:,rricvablc (110 

iurisdiction) 
Non gricvahlc 
(disciplinary_L, 

. 

Od REASON: 
"'"' 

.-. :-:-··· 

Rcqm.:stcd action is 
reasonable/proper 

Ocl REASO'.'J: 
·-~-'"-

Policy I prncc<lurc 
was fbllowed 

St.affrc:-::pon~c is 
annroori<ttc 

SOi1 ),3 ~.CIO I AJininisu1.1liur1 or Inmate (iriev.:1111 . .:"" P1-uccduri.~ • Attuch111enl /\ (P'J(!C 3 r>I" .~) 

lJ1.!<.' Nl'v (kl 

D1.'l' I :\1(1\• 01'l 

I 
. "-'·"""'·· 

1>1·1: No\· O..:l 
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