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P1usoN lNFORMAT1nN ?itoiecr 

prison_info_project@).uff1ich_edu 

FOIA CoordinaH>r 
Harris County Shcrifl's Of!ice 
1200 Baker St., Houston .. TX 77002 
713-755-5300 

t'.!o P'rof'. Margo Schlanger 
I/ii) Legal Rc3e.arch Building 

625 Slluth Staie Street 
Antt Arbor, Michigan 4&!09-121.5 

February 13, 2014 

Re: R.equest Related to Prisoner ('.;rieva11ees and Prisoner Correspondence 

Dear FOTA Coordinator: 

We are Unjversity <>f Michigan La\v School students conducti.ng u research project (the Prison 
lnformation Proiect) oo prisoner grievance and correspondence/publication procedures throughout state 
prison systems_ As part o( our pn~jecl, we are requesting public records from various state deparnnerHs 
of corrections" Ovr request i:s ·made under the Texas Public lnfbrmatlon Act Chapter .552.00 l et seq" 

The goal of our project is to increase public awareness and enhance the public interest through the 
collection, analysls.1 and dissemination of information tegarding prisoner grievance procedures and 
correspondence/publicaHon .guidellne-s. To that end, the Prison b1formation Project requests the 
fOJlov1ing docu1nents: 

t. Any current prisoner handbook or 1nanual (includii1g any inmate orieotation handbook or 
1nanual), sy::;teni~wide or institu1ion-specific. 

2. All cµrrent prisoner grievance regulationsi policies, guideJines 1 manuals, directives, rules) e1c., 
including general grievance po!icics/guidelinesfetc. and specific grievance 
policies/guidelihes!etc, relating to. for exennple, health care or sexual assault 

If the •ttached document is llic only and mosl current and c0mple1e !)lllicy, please indicate 
as such" lf this: is the case1 there is no need to send a dupJic<'lte pollcy. 
By "grievance," vve nliC1'H1 any grievance or complaint, \vhcther .forrn.nl or informal, 
whatever the subject matter. 
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3. Any record., created or updated tto.m 2003 to Lbc present, tallying or reporting'. 
The nurnber of g:rievan.c·es filed and resolved each year. 
The categories or subject matter of grievances filed aod resolved, ~u1d 11umber of 
grievances in each subject nH11 ter category used (for instance, gdevar1ces related to foo(t, 
health care, use of f-0rceJ etc,~ an.ct including both ordinary and "sensitive'' con1plain~s 
such as those invnlving allegations of st.aff'rnis.con<luct) 
Grievance out.conies or resolutions each year, by subject matter calegO-fy and year. 
Statistics or data on length oftilne to resolve g-rievances, by subje·et 1uatter category and 
year. 

• We are not rcgucstlng individual grievance records. We arc only requesting 
records that summarize, .aggregate, or ct,1n1pi le grievance data, 

4. Any current policy for prisoner mail or corresponden-ce, including regular an{! k:gal mail, 
prisoner receipt of me\vspapers, magazines, ne\vs!etters, and book:s, 

Ift:he att8chied docuinent Ls the only and most current and complete policy, please indicate 
as such. Jf thi:s is the ca:;e, there is no need to send a duplicate policy. 

Our _preferred form fO~' public n.:cords i~ digital cupies (such as Word files or PDFs),seot as email 
attachments or via fax, llowever~ if records arc only available in p21per fon11, or if transferring to a digital 
fOrrn \vould incut a cost,. please let us knO'lV. 

The.Priso;o .Jnforrnatio·n Project regucs1:s a response to these requests \vltbln five business days. ShouJd 
you determine that any of the information requested is e>te.mpt from disclosure, please provide us with a 
notification citing the legal authorities on \Vhicb you roly. 

We anticipate that the records we are rcqucsHng are readily· avallablc and \Nill not require exce:ssive staff 
tirne or resources. Because we are conducting this research on behalf of a publiC university and intend to 
use the jnfonnation for e.duc~tional purposes \\·''C are requesting :a fee 1,vaiver. If you believe the fee 
\vaiver does not apply, please notify us before proces·si·ng this request 

Yours, 

! . "il·"\ 
\.:i~~~ u.~~~ 

i 

Anellsa Bennvidcs 
Prison Inforrnat,oo Proje:Qt 
University ofMichigun :Law School 
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Detention Comn1a11d ,, J b.i''' ~1r0(' 110%\0' r .• ,, 1101v 

SUBJECT: 
INMATE DISCIPLINARY 

AMERICAN CORRECTIONAL ASSOCIATION (ACA} REFERENCE STANDARO(S): 

1-CORE·BC-01, 1-cORE-Bc-02, 1-CORE-BC-03, 1.CORE.qC.04 

The following Post Orders are In addition to all duties and responsibilities as outlined by 
Detention Command Policy. 

I. PURPOSE 

The purpose of this Post Order is to establish daily duties and responsibilities. for per;sonnel assigned 
to the Inmate Disciplinary Office, In addition, employees shall always :adhere to 00ter\tlon Command 
Polley D-701 .. General -~ Post Orders. 

IL POLICY 
The intent of this order is to provide specific guidelines for review and assessment of discjplinary sanctions 
for inmates who violate Harris Cou11ty Sheriffs Department Inmate Handbook rul~. This order is 
established pursuant to Chapter 283.1 and 283.2 or the Texas Jail Standards and approved by the Texas 
Jail Commission which govems the conduct of inmates under each sheriff's care. custody·Bnd control. 

Ill. PROCEDURES 
A.~~ 

The plan shalt provide for the firm, fair and consistent fJpf)lication of rule and regulations. 
1. ln accordanca with Texas Jall Standards Ch.apter 283.1: 

The Inmate Dtsclpline Plan - Each Shetifr/Ope;rator shafl develop and impfememt a written 
cliscipfin~ry plan, vppr-Oilti:d by the Commission, govQming inmate condui:;t. · The plan shall 
provide for the- firm, fair, and consiste-nt application of rules and regulations. Facilities liousing 
contracted TDGJ·ID inmates may adt1ero to TOCJ-10 discipfinary policies ant/ procedures ror 
these inmates. Facilities housing federal ;nmates m.ay adhere to federal disciplinary policies and 
procedures f<Jr these inmates, when they are !1oused together and separatefy from ail other 
inmates. For purposes of inmate discipline, violations of institutional rules and 'regulations shall 
be divided into Minor Infractions and Major Infractions. 

2. In accordance with Texas Jall St.andards Chapter 283.2: 
£very facility s.hnfl have prescribed rules and regulations goveming inmate conduct. A copy of 
the instit1Jtional rules and regulations shell be .made available to 9ACh inmate li.nd read to 
illiterate inmates. A wrftten acknowledgment by the inmate that the rules have .been explained 
shall be retained. A translation shall be provideO in the understandable ianguage when 
nQCtii<SSary. ThtJ f1JleS and regula1iorrs shall outllne both Major and Minor fnfraclions, the types 
ttnd ranges of possible sanctions for each category, due process requirements and .specific 
procedures for fifing a grievance. The r11les and regvlatlons, as provided to the. inmate, shall be 
submitted to the Commission for approval. 

B. Minor Infractions 
Violations of rules and regulations which do not repre-sent serious offenses agairrs~ persons and do 
rrot pose a serious throat to institutional order and safety. Sanctions s11afl ba limit(;}d, to: 
l. Counseling 
2. Verbal or written reprimand 
3. ln difect pod supervision facillties, temporary restriction to cells for a period not exceed twenty~ 

four (24) hours. 
4. Loss of privileges for a period not to exceed fifteen (15) days. 
5. Dlsolplinary separation for a period not to exceed fifteen 115) days. 

C. Major Infractions 
Violations of rules and regulations which constitute serious offenses again.st pers(;)ns and properly 
and pose 8 serious threat to instttutfonaf orde-r .and safety. Saoctions moy inctude-: 
1. Loss of good conduct credit. 
2. Loss of privileges for .a period not to exceed thirty (30) days. 
3. Removal from work details or programs 
4. Disciplinary separation for a period not to exceed thirty {30) days. 

1 
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0. Qisciplinarv Due Process Requirements 
1. Provisions shall be made for: 
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a.. A discipl1nary hearing before a neutral and impartial board or officer that shall not include 
anyone involYe<l in the claimed violation or charges 

b. The selection of Disciplinary Committee members is to include· 
i. Senior Hearing Officer--. First·Line Supervisor or above 
ii. Hearing Officer - Deputy/Detention Officer personnel 

c. Al least twenty~fo11r {24) hours written notice be given to the inmate of the c::lail:Y11!~d violation Or' 
charges against him/her. 

d The disdos.ure of the evidence against the person charged with the vi<i~ation, although 
confidential informants may be protected. 

e. An opportunity to be heard in person and to pre:sent documentary defensive evidence when 
not unduly hazardous to institutional safety and correctional go.als. 

f. Inmates to call relevant witnesses on his or her behatf for disciplinary hearings when not 
unduly hazardous to institu1ional safety and correctional goals. 

g. A written statement by the disciplinary board or disciplinary officer at the <;onclusion of the 
hearing indicating the evidence relied upon and reason$ for the disciplinary action t.aken. The 
statement shall be delivered to the inmate by the Sheriff/Operator and s.hall'be placed il'I the 
inmate's disciplinary file. 

h. A documented appeals process. if requested by the inmate, by a person or persons not a 
member of the disciplinary board. 

2. Provisions should be made pennlttlng: 
An inmate to seek the aid of another inmate if the inmate is illiterate or whe(e the complexity of 
the issue makes it unlikely that the inmate will be able to collect and present the evidence 
necessary for the adequate comprehension of the case. If that is not permissible. substitute aid 
from the staff or from an inmate designated by the staff shall be provided. 

3. Provisions may be included for: 
Inmates to waive .the right to .a disciplinary hearing provided proper notific<::itiOr'I is g;iv~f'l prior to 
the signing of the waiver. The waiver shall include the appropdate identificatio~ .of charges, the 
allowable sanctions, and the sanctions offered by the waiver. A waiver shall not include the loss 
of good time as a sanction. 

4. The following sanctions are p(ohlblted: 
a. Deviation frorn normal feeding procedures. 

b. Corporal Punishment 
c. Administration of any form of disciplinary action or :Supervision by inmates. 
d. Deprivation of clothing or bedding; inmates who destroy bedding or clothing ·may be deprived 

of svch items:. This shall be reviewed and document every twenty-four (24) hO'Urs. 

e. Use of a violen1 cell. 
f. Deprivation of items necessary to maintain an acceptable level of personal hygiene. 
g. Deprivation of correspondence privileges when the offense is unrela1ed to a violation of the 

institutional rules and regu!a.tions regarding correspondence. In no case shall privil~ged 
correspondence be suspended. 

h. Deprivation of physical recreation or physical exercise. 

5. The Disclplinary committee shall provide a written determination .at the conclusion of the 
Hearing, indicating the evidence relied upon and reason for the disciplinary a<rtion taken. This 
determination shall be delivered to the inmate, 1he Sheriff/Operator, and s.halllbe placed in· the 
inmate's Classification file: and Appeals Process 



6. Inmates may 3ppeal the finding{&) of the. d!sciplinary committee by filing their ap-pea! within three 
(3) days· of the discip!!rnary .hearing, in writing. addressed to: 

Appeala Disc.iplinary Comniil1ee 
70.l N. San Jacinto Houston., Texas. 77002.~1217 

7. The decision of the Appeals Disc:ipl!nary Committee sttan lbt f!oal, 

E. frimate RuJ.filL@!l~.J3&9.Yl@!!fil1§ 
For pu!fJOSes of i11mate discipline, viofiati01)S of Jail RuJa.s ~.nd Regulati:Ons, as publishe·d .ir1 snd 
provfded}o the inmates by the fnmatie HandboDk, shall Ve divided ioto two (2) chtegories: Minor 
lnfracUons and Major Infractions. 
1. M'ltior Infractions 

Vio/iJJlions of ru!As and regulations which do !'lot. represent ,10etious offenses ti{lainst person,e; .r!!nd 
do not poso .a Serious threat ro inStituVon.af order and st:'l'f&ly. sanctions tor viokition(s) of Minor 
infractions shall be one or mote of the· following: 
a. Counseling 

i. verbal 
iL Writtetl 

b. Temporary restriction ·to cells tor a. period of time, r"!Ot to exceed twenty~ four (24) hours. 
c. Loss of any inmate privileges foi- a. period not 1o exceed fifteen (15) O;:iys. 
Cl. Confinement to disciplinary separation housing for a period not to ex:ceed ftft-een (15) days. 

2. Major Infractions 
Violations of niles and regufatior)s whk;/1 consWute .sariotis off~nses against person and/or 
property, or pos.fJ a serious threat to institutional order and saf~ty. Sanctions for violation(s) of 
Major Infractions sl1<1fl be one or more of fhe following; 
a. Loss of County ''Good Time" credit. 
b. Monetary Restitution (from inmate's T1vst Fund Ar;counJ) for Maior IJ!fract!on #1421 

(Oeslroying, Altering or Damagir1g Coonry Property) 
c: loss of any Inmate privileges for~ period not to exceed thirty (30) days. 
d Confinement to disciplinary separation housing for a period not to exceed thirty' (30) days. 
e Removal from work details or any inmate programs. 

F. Prohibited Sanctions 
Tl1e folfowing forms of semctlons and/or punishment(s) .are specifically prohibited: 
1. Deviation from normal feeding procedures 
2. Corporal punishment 
3. Administration of ariy form of disciplinary 13ttlon or sup~tvlslon by inmates 
4. D~privation of clothing or Pf.l<:ldlng exi;;ept: 

a. Those inmates who destroy clothing or l>eddin9 may be deprived of such iterris 
b. Thi's shall be reviewed and documented every twenty.four (24) hours 
c:. The use of Q violent r.;ell 
d. The deprivallon of items neces$ary to rna:lntain an acceptable level of personal hygiene 
e. The Ueptlvanon of corresponuence privileges when the offe'1se is :unrie!ated to a violation of 

the jail rules and regula1ions regarding correspondence 
t In no case shall privileged correspondence by s.u.spanded 

5. Deprivation of physical recreation or physical exercise. 

G. Checking Reports 
1. Date stamp a!! reports re--ce!ve-d 
2. Mlilke sure Dates all match up on report, body ot report and entered into the computer system 

V.Athin a 24 hOur period (unless exceptions are noted about oompater problems) 

' 
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INMATE 0JSCIPLINA~Y 

AMERICAN CORRECTIONAL ASSOCIATION (ACA) REFERENCE STANDARD($): 

1-CORE.SC-01, 1..CORE-6C·02, 1-CORE-6C'il3, 1-CORE-GC..()4 

3. Make sure confirmation of service has been notated that it w:as served to inmate 

4. Make sure that the charge fits What is in the bo{'!y of the report 

H. DisciplinSHV Database 
1. To Acee•• Dloolplinary Database: 

a. Click onto MY COMPUTER 
b. Op.$n up GRfEVDISP d~tabase 
c. Op•n op DAT /\eASES 
d. OpenDtSP 
e. Cii<k onto JAIL l.OCATION 
f. Ciick. onto DESK COPY 

2. To Enter a Docket; 
a. Select a DATE 
b. Choose a FACILITY 
c. C!k;k onto MAKE OR ADD TO DOCKET 
d. Scroll through liS<t of inmates in DATABASE QUE to search throu9h the names of inmates 
e. Match the names Qf lnrnates to the reports )l'O'U currently have 
f. Cfick onto the correct repo1i ,and continue until you have the amount of desire~ Inmates loaded 

to that particular docket 
g. Clfck close and process, 
h. Then it will ask to BEGIN FORMAT, click YES then OK 
L Click onto FINALIZE DOCKET 
j. Sol YOUR RECORDS AS ACTIVE and click CLOSE 
k. It will ask If you have :any reports to reject, click NO and then click OK 
L Next go to CONDUCT HEARING$ 

3. Chocking Location of Oocke! Entered: 
a. Choose FACILITY and DATE of docke·I to· check 
b. Click on CHECK LOCATION 
c. Click BEGIN and the <:urrent database will be searched avtomatieiilty 
d Upon completion. cfk;k O·K then CLOSE 
e. Your docKet has riaw been, updated according to what is in the J!MS system 

4. Ch•cklng Court D•t•s: 
Afte-rthe t<x:ations ha:ve been checked, c.fick onto CHECK COURT DATES fhenBEG!N This will 
search through the JIMS system to see if an inimate has a conflicting Ciimina:! ®urt dates on the 
dote he Is loaded for a DiseipliMry Court Ooek•t. 

5. To Move a Docket to a Different Date~ 
a. Enter DATE and FACILITY of cuITentdocke:t that needs to be move.d 
b ClioJ< onto MOVE DOCKET 
c. You will be prompted to enter the new date for ihe docket 
d. Follow instructions on screen .as they appear 

6. On Court Hearing Days: 
a. Sefl'J'Cf COURT DATE and FACILITY 
b S•l•cl CONDUCT HEARINGS 
c. Check locatiDn of current couri doc'ket 
d. Check court dates 
e. Print out FLOOR CALL. 
f. Deliver copies of the f1Dor calls for each floor to the Floor Control Centers (FCC) 



INMA'tE O!SC!PUNA:RY 

AMERICA.N CQRRf.CT10NAl ASSOCJATlQN (ACA) REFERENCE STANOARD(S): 

1.CORE.SC-01, 1-<:!0RE.SC-02, 1-CORE-SC-03, 1-CORE-SC.{}4 

7. To Conduct He:aring$< 
• Select DATE and FACILITY 
b. Ciiek ori CONDUCT HEARINGS 
c. LEFT CLICK ONCE on ·inmate name for the appropriate inmate 
d. Offer tbe charo~d inm·ate a Plea Sarqain 

If tha inr11at¥:1 .accepts the plea bargain use the top bu/Ions on lha hean'ng ::.·creen.· 
;. Click ACCEPT PLEA BARGAIN 
il, Select the appropria1e sanction 
iii. Click on CONSECUTIVE. 
,,, s.1.,,1 PRINT ENGLISH or PRINT SPANISH 
v. Hav$ the charged inn1ate sign the plea bargain and attach hisiher SPN on the forrn 
vi Atta:ch the form \Nith his signature and SPN to the in~house report and give the inmate a 

copy of the iplea bargain 

e. If an inmate p!eads. IN:Oi GUtLTY: 
Us• 11•• WWER t>ul/ons nn lhll soroen 

If the· offense was viewed by the officer sefter:t ON VIEW 

if. Click on the FACTS PRtSENTE:O button if the facts are in the body of the reporl 
iiJ. If the i(lmate chooses to make a statement, sel(}cf the INMATE STATEM.ENT button, and 

typei the verbal state-ment the inmate makes during court 

iv. If witnesses are: csiUed. select the WITNESSES button 
1" fype all inrna!a statements !n the area provided on the screen ticcurate·!y ~rid -concisely 
vi Y.Jhen a hearing is complete, utifize the LOWER buttons on the court screen 

f. lf!he inm•I• is found GUILTY: 
L SfJfecl the (G) button end select the appropriate sanction button 

ii. Click close and use the buttons O!l the LOWER screen to select PRINT ENGUSH or PRINT 
SPANISH 

9. If the inmate is found NOT GUILTY: 
Select the (NG) button, and select the appropriate choice (e.g. Lacks Evid&noo, Wrong ctiarg&, 
Case dismissed, etc) 

h. !U~.l~ftS ATW1 TDC. or is r'el&ased from Harri:s County Custody 
i Use the N01" GUILTY button, and select inmate released 
ii, Hearings will automatically print out wiihout selecting English or Spanish 
iil, The inmate does not have to s.ig.n 1he form 
iv, One copy rs attachOO to the in·house report and. the other copy as well as the he.tiring page 

goes to the Inmate 

1.. .ttlti~IDrnate ls HgstU~ or Aggressive during court: 
1. Note the inmate's demeanor/disruptive or hostile behavior in the s1aterne-nt area of the screen 
ij Note significant hr1formauon irl'1he statement area of the screen 
iii. !fan Inmate cannot attend court due to mente!!physlca! !nstabi!fty, !hostlie or ·aggressive 

nature, or any other reason, se!e.i::t the HEARING butto."l! DONE IN ABSENi!A, and note 
the s.taff member's name \'..tlo informed you 1he inmate would not be attending court 

iv. Sign the forms, attach one to the in-house report and send the other torm with the appeal 
instructions to the inmate 
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INMATE OtSClPL!NARY 

AMERICAN CORRECTlONl\L ASSOClATlON (ACA) REFERENCE ST ANDARD(S ): 
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6 When Court. is Complete: 
a. Go to Sectjon 2 of the Database 
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t Print out court docket and verify all inmates have a sanction entered in the bl~nks 
ff If an inmata':s name is empty (V'lrithout an appropriate sanction entered). go b,3ck a.nd oorrect by 

entering the appropriate sanction 
i/i, This oopy is retained for o~r records fur the yeer 

b, Go to Sectiqo 4 of !lie Database 
i seiecl POST HEARING REPORTS 
if. Print the CLASS REPORT and deliver it to the 1·200 Classification Division 
iii Print the SEPERATION REPORT and .deliver tt to the Medical Division (fhAri is a list of I.fie 

inrr1$(Q..S WflQ w@re plfJced Into admfni:strattve S$pl:Aroti0n) 
iv Print the BANK letters and fax !t to the Inmate Bank- (713) 755-4548 

c Go to Section 5 of the Database 
1" Use buttons to enter a OATE 
ii' !f no !nformahon ~s listed on 1he right side \"/here it says ADJUST. click LOGICAL 
iii If 1he-re is int'ormation listed on ADJUST, click the ADJUST button 
iv Continue until all information is complete and the box is ernpty 
v-_ Print all fotrns 
vi. Commissary Slips go to the Cornm!ssary Division 
vii. Vlsitatloo Slips -go to each FCC for distribution on the jail floors 
viii. Separation Slips 90 to the1200 Classrncatlon Olvisicn along wllh the c1asslfica11on docket 

copy 
t oocumen1 L2g1sucs 

1, Plea eargalns 
Each court day's plea bargains are delivered to (he Classification File Room (for;ated 011 l/'le first 
lloor of /he 701 Nort/1 San Jacinto Slroet Jail Faci/i/y) 

2. Hearil'lg Docume.nts 
The Di$ciplinary OffiC:e shall hold all hearing documents for ten (1 O) days for th~ possibility of an 
inmate appealing his/her disciplinary actions. The hearing documents are then delivered to the 
Classifir,ation Fire Room clerks. 

IV, REVISION; 
This policy has been revised ori the below listed dates: 

Jun•· 15, 2012 

V. AUTHOR1TV 

~yY\.LJ 7tfr-
Mike Smith, Chief Deputy 
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CORRECTiONA.l ASSOC!ATNJN {ACA) REFE:AJ£NCE :S!ANOARD{S): 

1.CORE-GB-01, 1.CORE-66-02 

!l-124 

The following P'os! Orders are in addition to all duties and responsibilities ills outlined by 
Detention Bureau Policy. 

t PO~POSE 
The purpose of this Post Order ls .to establish dally duties and responsibilities for personnel assigned 
to the Inmate Grievance Office. 111 addition. employees shall always adhere ta Detention Bore.au 
Polley D-701 - General Post Ord•rs. 

II. POLICY 
The Intent of this order IS to provide specific guh:lelines for administrative review and resolutior1 of 
iomate grievances. This order is established pum1aot to Chapter 283.3 of tM Texas Jail Staodards 
and approved by the Texas Jail Gommission, which governs the conduct of inmates under each 
sheriffs care, custody and control. In .accordance with Texas Jail Standards Chapt'r 283.3; 

Pursuant to Chapter 283.3 of the Toxos Jail Standards, every facility shall have and 
implement a written plan, approved by the ComnHssion, .for inmate- grievancei pro~edures. 
This plen shaft b& an administftltiVf:J mftans tor tha resolutiOn of grievances, ff 
supplements, but does (IOf rop!ace any infounlilf 9rievat1ce- procedure 

Ut PiROC:EDtJR:e:s 
A .. Procedure Overvie'i.v 

1. l'\n inmate files a complaint 
2. The complaint is investigated {to determine factOffl including, but oot !lmited to, bi'isis for' grievance, 

validity, and possible resolutions) an-d compiled into findings to be reviewed by 1he G.J'levance Board. 
3. The Grievance Board aetermlnes lf the complaint is a grievance. 

4. An inmate can appeal the Grievamce Board's ruling on a complaint 

5, The Grievance Board convenes a panel to hear all complaints determined to be grievances. 
6. The Panel makes a rolin9 on the grievance_ 

7. An Inmate can appeal the Panel's ruling, 

S. All appeals are submitted to the Division Commander of the Administrative SerVice$ Division for 
a final and binding ruling. 

B. Inmate Grievance Board 
Tho lnn1ate Grievance Board shall oonsist of: 
1. At least t>NO (2) staff mernb:ers. one (1) of whom must be a Fitstkllne Supervisor ot of higher rank 

tn facilities wi/f1 e capscity of ~O or less. this rnay be one (1) person 
2. Personnel $$$~ned to the Grievance l.ilnd DfscipHnary SecOOn Who are riot h1vo!ved tn the grievance 
3 Personnel appointed by the Db1ision Gommatider and approved by the Bureau Commandeir. 

C Giroonds for a Grievance 
A11 allegation for any of tile following C(NiStlttJ(es the initiation of a grievance: 
i. Violation of Civil Rights 
2. Criminal Acl 

3, Unjust denial or restriction of inmate privileges 

4 Prohibited act by HCSO personnel 

0 Time Constraints 
T The maximum time limit shall not exceed sixty (60) day<J 

2. The interim response shall not. exceed fifteen <15) days for written replies by the grlt:!vance bo'ard. 
3, All emergency grievances {where delay could subject the inmate to personal injury, property IOS1.ii, 

etc.) shall be handled expeditiously 
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1. Establish safeguards to prevent reprisals against the inmate in the reso!utfon of ei'grievafl:Ce, 
a Personnel shall handle :each gr!ie:vance in a Iime!y manner in order to ensure a fair arid 

prompt resolution. 
b. A!! staff members shall <000pe:rate fully with the Grievance Soard, and ariy action or 

investigation by thoe Board. 
c. No :staff member shall svb)eci any ion1ate to harassment and/or unauthorized punishment 

because of an h1mate is filing a eornplaint and/or grievance. 
d. Staff members sha1! not interfere, deny, prevent, or in any other way delay the filing of a 

c<.>mp!alnt ·or gr!evanc.e 

2. Es.tablish meaningful rellef of a substantiated grievance, such as: 
a. Reinstatement o1 good time 
b. Additional visitation privileges 

c:. Additional commissary plivlleges 

F. The Apoeal Process 
1. The process of appeal shall be cloc1Jrnented 

2. Any inmate and/or pers.on(s) who was not a member of ihe Grievance Board ean appe.al the 
decision of the lnrna1e Grie\l'ance Board. 

3. Appeals shall be: 
a. In wrtting 
b. Submitted within five (5) ~Jays of the Grievance s·oard's decision 

c. Addressed lo: 
Divlskin Comrna:nder/Administrative Services 

701 Nort.h Sari Jach'ltO' Street 
Houston, Texas 77002-1217 

d. The decision oi the Admini.strative Services Division Commander is final 

G. Information Release 
i. Grievance informstio11 regarding inmates and employees shall be kept stnctly confidential. 

2. Grlevance information shall not be released without the specific apptoval -of the Sheriff or hh1Jher 
designee. 

H. Inmate Disclosure 
Each inmal& shafl br+ issued a HCSO lnmat& Handbook, which: 
1. Lists 1he grounds for .a grievance 

2. Describes the specific guidelines in the Grievance Process 

3. Provides the procedures for filing a grievance 

The Grievance Procequre is qenierally only applicable to: 
1. Allegations of any actions listed Section [(111).(C)] of th.is policy occurring when.the complaining 

inmate ls in the care. custody, and control of the Sheriff of Harris County. 
2. lf an in mete is released from the ct.1$1od'y, care, and corolrol of the Sheriff, then su·b:sequently 

makes a ieomptaint as desieribed by Section {(!H).(C)l of t11is policy, said: comp·lairH shall be: 
a. Refused: and returned to the complaJnJng person; 
'o. Referred 10 the proper authority; or. 
c" Acted upoo by th• GM.vane• Boord" 
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J.;;~~ 
1, A.II shall be in viffiUng: 

On the grievance form 
Oo a sheef(s) of plain papr:r 

c . . A C:omp!aint Will be a~¢e'pfed on any re:asonable, tangible meotllum 

2:. Nlo h'lf!'late n'ay til'.!:fS-ubmit a complaint on behalf of anothi!ff imnlil!te, 

3, The eorf1p!aint shall oontain: 
a. The !nmatie'is riam~, SPN. and faei!ity and c~Ub!ock location 
b. iha right or privilege a!!ege-O!y vio!ate<l 
t'.L Thll name g,f\dtor description cf the staff member(s) lnvo!ved 
d. The date, iirne, and location of the· alleged violation 
e, fhe names. t>adge nu111,ber$, and/Qr SPN.s of\Nltnesses (if,1pi11ic.>1'!<tr) 
L !tie fu!!, complete, and a:ccutate harrative fully clasctibing the 
g, .Ahy othe-r pertinent il"lformation as may be neediid 

4, Comp~alnts may bie '!lent to the Grlevance !Board through the 1oHowing me~hod-s: 
a. Inter-departmental Mai! 
b. Pfaiced .in th-e G.rievance Box 
e. P3aced in the U.S. Mall 

5. E>i!'tt~siveJNuisane~ Grl&VfU'lte 
a If an ·1nrnale· files excessive: frivolous grievanoos, as Det-ermined by the O!vlS:ion Commander, 

the Boat-0 will oot be required to conduct hearings, 
i. The Grievance Board shall articulaie in vvriting 10 the Div!siQn Co1nmandtr the reason f<1r 

spedal consideraition; 
ii. 1ht7 Division Co1nmander"s findings shall be included in the inrtHilte's file. 

b, All eomplBlnts will be placed in the inmate's file. 
c. No if'lmat& w!U be dl$Clplined for filing nuisance grlevanc~s. 
cl. Ari.y grievance ~Ueging criminal conduct will be processed for review and projJer h1:!l!''ldlln£1. 

K. ~.flru:!.,~:Jipmp!a!nts 

L 

Ait F.:t'!fltJti;JBtH!Y Cort)fJfiJl!int exists when delay could subjsc..f the inmate to pl!frsonal injury, prop11rly 
loss, and/or other damages_ 
1 Any torriplaiht found to be an efi'lerg~rv..:y comp!airit sM!! be given priority by the Grievance Board 
2. Complalnt(s) shall receive substantive action within ~ight (8) hours _by r~ceipt of the 

1 
2. 
3. 
4, 
5. 
6. 
7. 
8. 
9, 

$written reSPQ11$e ~ the Soard. vwltl'lin 72 hours 
MOig: $-ee 42 U,S_C. 1991 E_ regarding exhaustion of remedH:ti!1 10 ffXlierat; stale and local 

P•t1•I inslitulioos: (42 U.RC. 1991E@2(o) 

comp!~int shall,' 
a~ diate atamped 
A:ssign~d a CQ{'Op!aint number 
Ai>s:lgne-ct a category 3s listed In ~Annex .A"' of the approved ~c;nevance Plan"' 
Goimp1alnt lnforrn~lon shall tie er1tered lntQ tne computer sys11lffi 
Copy of th• oomplaint shall be made 
A .Resoh.1\ior1 Form shall be generated 
A complaint log shall be genera1ed 
CQmplain1 Jabels shall be generated 
The ortginal con1plairil shall be placed Jn the file 

3 
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I; 
, 

The Re&:o!ution Form and a co;py of the complaint shall be placed in an envelope and foirwarde<i to 
the appropriate supervisor via inter departmental maiL (Compfalnts may be hand carried when 
deemed neces$ary) 

N. Complair.t Investigations 
1. AH -col"t'lplaints shall be forNarded to the Division Commander of the Oepartmerit lr"l which the 

alleged incident occurred, and th~ Division Commander shall-as.sign an investigator. 

2. The investigator shall conduct an investigatk,m to: 
a. Determine the findings 
b. Discuss findings with ltle irirnate 
c. Obtain inmate's signature (ff the inmate refuses to sign, a witness sh:afJ sign acknowledging 

f.119 inmate refusal to sign) 
d, Sign and return the Resolution Form with all investig.ative findings to the Division Commander 

3. The Division Commander (or a designee} shall review, sign, and return the R:esotiJtion Form to 
1he Grievance Boar<:! within fourteen (14) <lays, 

4, The findings shall be as follows; 
a Re~lved 
b. Unfounded 
c. Unresolved 
d Inmate Released from Custody (A TVlllTDC) 
e. RefE!rred to the Internal Affalrs Division (!AD) for investigation (case numbet must be issu~d 

and notated on the Resolution Form) 

O. Cgmglaint Flndings 
Tt1a ·Grievance Board shall lak& f!J<IJ following iYctions based on the findings olthl!I itivest/gtjtfon: 

1. Resolved Complaints 
a. Returned Resolution Forms shall be date :stamped upon receipt by the Grtevam:;e Board. 
b. The computer (eoords updated (eferencing the findings of the investigation. 
c. All documentation shall be pla·ced in the appropriate file, 
d. The file shall be updated. 
e. The ftle and all documentation shall be flied and considered ~.closed: 

2. Unresohied Complaints 
Any complaints returned to the Grlevanca Board shall be deemed a grievartce and. move- forward 
lo i3 Grievance Hearing, 

3 Unfoond~ Complaints 
Complaints returned to tiie Grlevanct? Board marked as "Unfounded~ shall be closed, 

-'!t Ras.olv&d Complatnt& 
Any complaints returned to the Grif!tvance Board marked ~Resolved~ shall be c!QSe-d: 

P. Grle'.iance Procedures 
Upon receipt of the findings, if e complaint is deemed a gri!!ivance, the Grievance 80&.rd shall: 
1, Date sta1np the grievance 
2. Assigned a grievance control number 

3. Enter grlevahce information into the computer 
4. Generate a Grievance He~ring i:-or-m 
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1. A panel shall be convened of two (2) or more members. one {1) of whom :sha'll be a first-line 
supervi$Or or of higher rank. 

2. The grieving inmate shall be present at the hearing unless his/her presence unduly interferes with: 
a. The safety of staff members 

b. The order1y run.ning of the faciltty 

3.. The panel shall review the grievance and all attachments. 
4 The grieving inmate shall be given the opportunity to address the panel and present evidence 

supporting his/her position. 

5. The panel $hall render one of the following findings: 
a. Unfounded 
b. Sustained 
c. Forwarded for further disposition 

S. The grieving inmate shall be ad1Jised of the decision of the panel. 

7. The Grievance Hearing Form shall be signed by· 
a. All panel members 

b. The grieving inmate 
Should the grieving inmate refuse to sign the Grievance Hearing Form, such refusal shall be 
witnessed and notated by each panel member. 

8. On.e (1) copy of the Grievance hearing Form shall be given to the grieving inmate. 

9. One (1) copy of the Grievance hearing Form shall be rE>tained for the file. 

R. Post Hearing 
1. The original Grievance Hearing Form shall be placed in the file 

2. The computer record of the grievance shall be updated 
3. If the grievance was Sustained, all documents shall be forwarded to the Division Commander 

over the area of which the grievance originated from for review. 

S. Grievance Hearing Appeal 
The inmate filing the grievance m.ay appeal the decision of the Grievance Board 
1. All appeals shall be· 

a. In writing 
b. Addressed to the Division Commander of the Administrative Services Division 

c. Sent through inter-departmental mail or U.S. Mail 

d. Filed within five (6) days of the Grievance Hearing. 

2. The Division Commander of the Administrative Services Division shall: 
a, Review the .appeal to determine if the decision of the Grievance Board will be: 

i. Upheld 
ii. Modified 

iii. Revefsei::t 

b. Notify the inmate in writing withln 15 days of receipt of the appeal 

c, The appeal ruling shall be final and binding upon all parties· 
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T Dutv of Staff Members 
All staff members shall: 
1. Provide full cooperation with the Grievance Board, including any action(s) and/or investigation(s) 

2. Retrain from subjecting any inmate who fifed a complaint .and/or grievance to: 
a. Harassment 
b. Restriction of privileges 
c. Any other type of punishment and/or retaliation 

U. Records 
1. All records shall be kept in accordance to departmental po!icy 

2. No information referencing complaints, grievances, appeals or Grievance Board actions shall be 
released to any person without the express approval of the Sheriff or his/her deslgnee. 

IV. REVISION; 
lhis policy has been revised on the below lis1ed dates: 

June 14, 2012 

V. AUTHORITY 

r(rill~-
Mike Smith, Chief Deputy 

6 
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! • PURPOSE 

The purpose of this policy ls to establish proc::edt1res Whereby the basic daily qperations of 
ce!lblocks are ca:rril:!d Ollt !n a consistent, systematic and thorough manner. 

I I. l?OL!CY 

H is the p:olicy or the Harris County Sheriff's Offire that the . b-asic dally oPemtions of 
c:eUblocks are carried out in a consistent, syslematic and tho!'Ough manner, 

Ill. PROCEDURE 

A Operational Hours 

1, Wake Up 

a. All inmates shall be awakened and lights on at 0700 hrs d-21ily. 

b, All bun~s are to be made no later than 071 S hrs daily, 

Bedding shall be neatly tucked under the mat1ress 

ii. No clothing articles or linens wl!l be permitted to hang over thEi edge of the 
bunks 

c, lnmate-s will be allowed to lie on their bunks during operatlonal hours provided 
they ar-e fully dresse:t 

d. This does not apply to workers; their hours will be set similarly to 111\A)(l)!a), 
.above on a schedule in kee~ng with theif assigned shift 

e, Speota! <;onsfderation will be given to !nrnates With ~spec!a! Needs"' provided 
they are !n possession of a "Sped.al Needs" !elter from Medlcar. 

2 UghlsOut 

a Cellb!o<::k light$ will be turned off: 

At 2230 hrs, Sunday thru Thursday nights 

ii. At 2359, Friday and Saturday nights, 

b. The applicable floor supervisor or Watch Commander may make exceptions to 
the lights out time schedule for a specla1 event 
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3. All inmates will properly w-ear their uni.forms between their scheduled Wake up time 
and lights out time or at any time they are out of the bunk. 

B. Count nme 

1. Count shall be condncted .al' the beginning of each shift 

2. lnm:ates sl"1all be: 

a. Advised it is count time; and, 

b. Seated at the tables in the dayroom. 

3, As each inmate's name is called, (s)he wrn: 

a. Respond ve.rbally with his or her SPN: then, 

b. Display ·his/her arrnbarid for comparison with the inmate's "T-Card~. 

c. Proceed directly to his or her assigne<I bunk. 

d. Inmates shall remain seated on 1heir bunk until advised otherwise .by staff. 

4. Cellb!ock lnspeclk1n 

a. lmmed1alely after counl, the ceilblock will be thoroughly cleaned by the 
Inmates. 

b. Deputies will inspect the cellblocks for health, fire and safety issues as well as 
sanitary conditions_ The inspe.clion will include, but not limited to, checking for: 

Shorted l't!tectrical outlets 

ii, Frayed win~s cin either C01Jnty or inmate ·property 

iii. Blocked doors Qr windows 

b. Commodes 
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v. Blocked vents 

vi. Cellblock speaker system 

c. Any discrepancies found shall be: 

Immediately rectified by the deputy (who may use inrna~e lat>or); or, 

ii. If the issue is beyond the deputy's ability to remedy, (s)he s~all refer the 
situation to the maintenance provider, using the c1Jrrent reporting me~hod. 

C Cleanliness 

1. Inmates shall keep their assigned cellblocks clean and orderly at all times. 

2. Inmates will perform cleaning duties as often a:s required or as directed by staff. 

3. All inmates shall direct requests for cleaning Items to the staff as needed. 

4, The following are prohibited: 

a, coverings over windows or li.ghts. 

b, Clotheslines. 

c. Trash or debris on the ftoor. 

d. Hanging blankets. sheets, or trash bags for privacy. 

e. Obstruction of windows Of pan hole$. 

5. Cleaning Implements 

a. The following shall not be kept inside the cellbloc'Ks: 

Brooms; 

l/. Mops; 

111. Buckets; 

iv. Squeegees: and/or. 

v. Toilet brushes 

I 
I 
l 

I 
1 

I 



SUBJECT: 

SHERIFF 
Hams county Texas 
Dete1uicn Bureau 

' 

POLICY#; 

GENERAL JNMATE RULES 0-265 
' 

AMEl11CAN CORRECTIONAL AllSOCIATION (ACA) REFERENCE STANOARD(S): NO, OF PAGES: 

1-COF!E-59-03 7 

b. When an inmate is finished with an item. he/she shall promptly return the 
equipment as directed by staff. 

a Inmates are .not .permitted to .attach any items. including pictures, to the waHs, 
buoxs, furnishings or fixt1Jres located throughout the building. 

0, Rule• 

1. inmates shall not use m- possess to!J,acoo products of any type or a.molJnt 

2. Tele-phones aod Teiev!:sions. 

a. Telephones and televisions are ava!labte on a daily basis bet\11.'een 0700 hrs 
and scheduled liQ'hts out tirhe, 

b. All inmates must stand when using the telephone. 

c Staff members will regulate. 1elavis.ion channels and length of telephone usage. 

d. Telephone and televisions shall not be used during .lights out e:(cept as 
authorized by the Ooor supervisor or watch commandeL 

3. Pomona: Property 

!nmaT€s shall be assigned sleeping po.sitk>ns S-O thelr heads are at opposite ends of 
the bunks, 

a. This arrangement w!l! enable each inmate to place· their petsonal proi:ierty 
beneath their heads on !he floor under the oo~om bunk thu• establishing a 
designated area for each Inmate's use. 

b. Personal property shall be kept neatly In Department iss~ed storage 
containers. Shoes s-hall not be stored in the bag. Shoes shall be stored on the 
floor, next to the storage container. 

c. Inmates will be p$rm~tted to haing their Harris County lS$Ued t6Y1e\ frorri the 
frame of their bunk to dty. At no time shall hanging towels be allowed to 
interfere wlth or hinder the view of 'the staff. Towels shall be placed in tt\e 
issued storage container when dry. 

d, Cio1hing, pieces of plastic, etc shall not be hung from railings, clotheslines or 
PQSitioned where they block any air...condltlonlng supply or re.turn grm-s: and/or 
vents. 

4. FooO And Drink. 

I 
i 
I 

I 
I 
I 
.I 
H 
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a. Al:I food ar~d ddnk shal! be consumed at the tati!ies In the dayroom only. 

b. Inmates stlall rrot possess or store any iten):e \Jf food or drink except that which 
is purcha:Sed through the lnmate Commissary. 

c. Any iterns not in their orig\nal containers shall be confiscated. 

E Movement Withln The Building 

1. !nrr1ates wrn not touch any windows or doors within the building unless authorized 
Al all ·limes lom:ales shall malntaif'I at le:ast an arm's distance frorn a!! Wliido\NS and 
doors 

2. lnma~:e·s Will have their shift$ lucked in when leaving the ce!lblock. 

3. Outside tile cell block. Inmates are not permitted to :speak llnless authorized by a 
staff member. 

4. When walking through I.he buil.ding, all inmate$ shall be: 

a. !n a single me line on .the right siGe of th~ h~Hway (ln the direction they are 
w-a!kmg}; 

b With their right shoulder in o.iose· proximity to the wall; and, 

c. Wrth theit hands at lheit slde$ at au times. 

5 Inmates will proceed directly to their l'!ulhoriz:ed destlnatf.on only: stopping along the 
way or wanciering ls prohibile<I. 

6. While usihg the elevator, all Inmates shall: 

a. Fae¢ the re<'.lr of the elevator; and. 

b. Place their hands behind their back, with open palrns. 

7_ No !nmata wm enter .an elevator with a staff mernber uol~ss that staff member 
grants th.w inmate permission. 

F. lnimate ServlcS:s 

1. Laundry 
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a. AU inmates shall (un·; in their unifom"ls, undergarments, towa!s and 'bed linens 
to be laundered QS soheduled. 

b. The staff shall be responsible for overseeing the collection and redistribution of 
Inmates' laundry In accordance with the laundry schedule. 

2 UnauthOlized Clothing 

a Inmates shall t'lot wear or possess altered clothing. 

b. Inmates shall not wear any article of clothin·g in a manner not in keeping with 
UH:J original purpose of the item~ i.e,, a torn t-shirt wom on an inmate's head. 

c Inmates wi!! not wear towe!:s on their head nor will they dra!)E? them oveir their 
shoulders. 

3. Soap and Toiletiisswe 

$:, Soap - o.fle '1) bottle/b~r of issve<:l so~p may be maintained by each inmate, 

b, Tissue - one ( 1) ro!! of toilet tissue wrn 00 maintained at each toilet 

c, No inrl)a1e shall possess any County issued toilet tissue ainong his or her 
personal property. 

4. Co111rnissary Slips 

a The second shift persDnrnel shat! distribute/pick up inm1:n!.l commissary ordor 
Slips the evening be:fore their flOOr is scheduled for oomrniss.aty delivery. 

b. Inmates must have their armband on to receive commissary. 

5. Outgoing In male Correspondence 

a. Each day, Sur.day through Thursday, b•lween 0900 hrs and 1200 nrs, !he Day 
W-atch !floor superviscr will ;assig:n a deputy the ~sk <>f p!Cklng up al! outgoing 
iflmate malt 

b. The outgoing mall will then be transported to the appropriately designated 
area. 

IV. REVISIQN: 

This policy has been ievised on the below listed dates: 
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PURPOSE: 

Th~ purpos,e of this policy is·to establish the procedures for managing inmate conduct. 

11. POLICY 

It is lhe policy of· the Harris County SheMffs Office O..teotion Bureau to estoblish and 
enforce g1Jlde\ines tor sate and <:irderly inmate conduct 

111. PROCEDURE: 

A. Gene(al Guidelines 

1. AH pet$0nnel shall be familiar with, a:nd enforte the rules and re9ul:atiot1s of' inmate 
coftduct as cited in the Inmate HandbOOk and HCSO Departmel'"lta! poli;cy _ 

2. All Inmate$ ·found to have violated inmate ru!es es defined ln the lrirnatt Hahdbook 
shall be subject ta disciplinary sanctions. in accordance with due pr¢.ces.s rights 
afforded by Detention Bureau Policy 0-230' lnmato Rights/Duo PNJcesa. 

3 Except for minor infrac.lions of rules which may warrant only a verbal ·warning er 
repritnand, staff members are not permitted to prescribe or administer .punishment 
to or for any inmate. 

4. Disciplinary sanctions :shall be determined exclusively by the Disciplinary 
Committee. 

5. !n no lnstances are- staff members to permit, dlrect or in any manner allow any 
Inmate to ,exercise control over any o1her inmate. 

8. Criminal Sanc:tions 

1. An inmate. who commits a ctirninal offense, Which. is referred to th.e Hams County 
Oist!ic~ Attorney for prosecuUon, wi!t be subject to an Institutional . d"i&cip!inary 
hearing. 

2. If the District Attorney's Office declines charges, it shall be duly noted ir'l the .Inmate 
Offense Report. 

3. All inmates wlll be handcuffed when re·moved from a ce!lblock for disciplinary 
teasons, Handcuffs wUI be ,double locke<L 

C, Inmate Classification 
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Th:e C!assificalion SectIDn shall bear oo!e responsibility for determining whether or not 
an Inmate shall be reassigned to another housing 1oe11tion based on the inmate's 
conduct 

'\.. The following actions shall be initiated when a s-taft member w·ttnesses a rule 
1tlo!al100 cornmittied by a.1\ inmate or r~ported by· an.other inrnate. 

a. If the inmate offender is viofen1 or there !S Immediate and rea·sonab!e cause to 
t>eheve the \nmate offender win oontinue to inftic~ o-r1 another p€:rson: or to 
himself, th~ offender shall. l>e promptiy in a t<ell The 
Oelerttion Bureau Form OF~219c,,,.. Holdover Roun<t ShNt uti!i.te<l: to 
maintain eU records as required by 01?te11tio11 !Bureau Poliey ID~.219 ..., 
Se'Paratlon Polley, 

b. If no holding cei!s are avai!ab!e, the !t1111ate sfr!aU be ta:ke!fl to anoth:er suitable 
1oca1io1'! where he/she will remain under the constant supervision of a staff 
membe« 

c \l\fhen such action ls neoessary ~the Floor Supervisor must be nolified . 

.;;L lf the lnmate offen(,'ler ls violent or it f.s belleved helshe will become violent 
tiowards Sheriff's Office piersormel1 the Floor Svpervisor w!l! noUty the· Watch 
Commander. 

e. The Walch commander &Mii determine if d$ploymen! or 1he ·Emergency 
Response Team (ERT) or the Dl\'!tentlon Command Containment Team {DCCT) 
is necessary 

2. fler'$0nn:el shall p(epare an inmate Offen$el!ncktent A:ep0rl, statirf9 fully aod 
ac<,;ura!e!y al! f<;!cts and infonnaNon pertaiioing to the ttd.es vio!at~d. 

;,:i., The re-porting staff member shaU comp!ele aU in:forn1atk.H'! specified O:n the 
repotl:fOm!; 

o l'he reportin·g :staff mem:ber .shall also be fiS$.pinnsib·le fo·r oompleting the 
Confirrr1a:tion of Service Fonn g,rn:J OeUvering sarne to the subji&et !nn'.1•.de, 

c. One { l ~ copy ot uie Contlrmallcm l)t Service Po rm aha!! M left with the inmate, 

d, The reportlng smtt member shail immediately transm·lt a.nntor dJsSernlnate all 
nec£1ssary pape>rwork to the approprR'i\e secOOn(s) before hialher toor o~ duty is 
over. 
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'L When an inmate has violated a rule !!stea in the Inmate Handbogk as a tl.1!nor In~ 
fr:aclion, and the incident >does not requira: any ·il"lmal:e to be ass!gnad to a new 
housing 10(:.atlon: 

a. The reporting staff member will transn)it copies of the lnrnate Offense/lricident 
Rep-0rt and of the .connrmation of Service Form to the Floor Supervisor for 
review :and 0pprova1. 

b, Upon approval of the report, the reporting staff member wm transri1M oopias of 
the report to the Disciplinary Committee and 1he C!ass!ficaltlon Section .. 

c. Unless penniss!on Is received from a Ploor Supervisor, all reports win be 
submitted no later than 24 hours after tl1e rule vlolatlcm, or after the staff 
member receives lntorm"1tion a rule has been violated 

d. The Floor Superviso'r .shall conduct any flirt.her investigation he/she deems 
necessary or appropriate. 

F. Miscellaneous !nC!dents/!nformation Reports 

Staff members sh.all document by either f'Qrma! report Of !nc!u$1on in the 
appropriate Pass~On Sook any unusual incident 

2, Staff members shall also btlng svch incidents to the immediate attention of their 
Floor S0petviS()f. 

3. Information Only - . Specific lnn1ate reports will be foM'arded to the Clissifi.cation 
Section after teceiving a Floor Supervi$0t"S approval. 

IV. REVISION: 

This poliey has baen revls:~ oo the below !lsted dat~s: 

February .a, 2012 

v. A~JTHORITY Jd 
~~,-1--

I 

I 
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I. PURPQ$E 
The purpose of this policy is to establish the procedures for inmate grievances. 

II, POLICY 
H ls the policy of the Harris County Sheriff's Office 1hat inmates incarcerated in the Harris County 
Sheriff's Office detention facilities shall be afforded the opportunity to file .a grievance consistent with 
those procedures est.abiished by the Texas Commission on Jail Standards. 

Ill. PROCEOURE 
A. Grlevances 

1, A.n mrnate: may file a grievance if he!she IS: sub}ecied t-0 any of the following: 
a A violation of .a civil right(s) 
b. A orlm~na! act 
c. An unjust derria! or restric-Uon of ali inmate plliv!!ege(s) 
d. A prohibited act by.staff 

2. Department personnel shaU handle each grievance in a timely manner in order to ens'ure a fair 
and prompt resolution. 

3. All deputies and staff members shall cooperate fully with the Grievance Board and any action or 
investigation by the Board. 

4. No deputy or ·staff member shall subject any inmate to harassment, unauthorized abridgment of 
privileges or any type of ur.authorized punishment due to 111e inmates filing of a ~rievance. 

5. Deputies and staff members shall not interfere, deny, prevent or in any other way delay the filing 
of a grievance, 

6. AH h1rnate grievances, regardless of quantity or frequency, shall be accepted and forwarded to 
the Grievance Board for re$01ution and/or fli1al determination. 

8. Gnevance Forms 
1. The :deputy~a!ler notified of a grievance by an inmate wll! attempt to resolve the grievance when 

it is within their ability and/or capacity 

2.. When an Jnrnate requests a grievance form. the dep-ufyfjadei· contacted will notify a su-per..•isor of 
theo !rnnate's grievance, 

3. !nma:te(s} requesling a grievance form wrn tre isa1,1ed tt'!e grtevan'OO form by a supervisor. 
4. Under no drc-umstances wi!! an inmate. be denied a grievance form 

5. A supply of girievance forms wm be n'laintairled <in each floor by the fioor supervi,sor. 
6, At least once, per shift, inmates will be allowed access to the "Grievance Bo~ located outside 

each eel!block and·p·&rmitted to depo.Sit their grievance form therein. 

C, Grievance Investigations 
Upon receipt of an inmate grievance from the Inmate Grievance Board, the Division Commander 
shall niake a ctetermination as to whether the incident warrants investigation Jhrough internal 
channels (Administrative Investigation), or if given the allegation1 forwarded to OIG/IAD for review. 
The Division Commander shall consult with the Bureau Commander prior ta referring a grievance 
for OIG/1AO investigation. 
1 lricldents referred for investigation shall follow pqlicy #0~113 "Admiriistra1ive. Investigations -

Internal Affairs Control NJJrnbers." 
2. Internal Investigations 

a. Those inmate grievances to be investigaled lnterna!ly shall be forvvarded to the appropriate 
sopervlsing staff member, as identified by lhe Division Cornmande-r, for resolµtion. 



lNMAlE GRIEVANCE 0-211 

AMERICAN CORRECTIONAi. ASSOCIATION (ACA) REFERENCfi STANr::iARO(S): 

3 

b. The assigned staff member will make every attempt to resolve the inmate's grievance; 10 
include: 
I. Meeting with the inmate 
ii. Meettng wtth Wltniesses 

iii. Reviewlng relevant documentation 

c. !f 1he investigator is unable to resolve the grlevat'\Ce it vJil! be forwa.rded to the appropriate 
Watch CorrHnander for review_ 

d. If the Waich commander ls unable to resolve the grievance it shall be fo.iwarded to the 
Division Comman<h~r for review, and ff necessary a hearlng wi1h the inmate. 

O !nvestig.atlon Findings I G!ievance Resolutions 
1. Unfounded:: 

a. Upon- review by a supervisor, it has been deietmined that the compiainaf'll's a!tegalion is false 
or that !t !tilek'S material substance and/or supporting evir..!'ence, The supervisor must 
articulate those findings on the grievance coversheel. 

ti, 'The inmate nn~w refuse to sign the cavershe.et b·u~ requires an additiont:H staff member 
signature a:s a witness to the Jn.mate's refusaL the complaint shall then be closed as 
~urifoundedM. 

2. Foonded/Resolv&d: 
a. Upon review by a supervisor it has been determined that the ·inmate's complalnt is supported 

by the facts and/or evidence and 1hat the supervisor is able to reach a reasonable resolution 
w·ith the oomplainant(s). The supervisor mus1 articulate: those firidings and resolution on the 
grievance covers he et 

b. The inmate must sign the coversheet acknowledging the resolution. Jt is the responsibility of 
1he supervisor to, \r\l!"'lenever possible, reach a reasonable resolution to all founded 
complain1s. 

c. If the it1mate refuses Io sign, then the complaint ls considered "'Founded/Unresolved" (see 
below). 

3, Fc1..1nde<lfiJnrasiotved; 
a. Upon review· by a supervisor it has been determined lhat the i:::omplaint is JS.upported by the 

facts a11d/or evidence. The supervisor must :articulate 1hose t!nd!ngs on t.he grievance 
covorshe~l. 

b, After meeting with lhe· Inmate, the supervisor is unable to· reach a rea.$onat>-le resolution Wi1h 
the inrnate:{s), 

c ihe inmate may re·fuse to sign. but requires an addil!ona! staff member signature a:s a 
witness. 

d. All "Founded/Unresolved" grievances will' be forwarded to lnrnate Grievance Board for an 
adrnlnistrative hearing (review!di.sposition). 

4. ATW (lnmat• Rol~•••d from Cuotody of th• HCSO); 
a A supervisor Will conduct a review of the complaint and complete the grievance coversheet. 
b, The grievance coversheet will then be marked 'ATW'' anQ returned to the Inmate Grievance 

Board. 

5. 1.A.D./Admlnistrative Investigation: 
The complaint has been referred to a formal administrative investigation. An IAD case number 
rnust be obtair)ed and the inmate advised that an :administrative investigation will be completed. 
The super1iioor will wlite the IAD case number on the grievence form coversheet and return the 
c¢n1plalnt to the Inmate Grievance Board. 
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IV, REVISION: 
This. policy h:as been revised Ofl the below ~ltsted dates: 

June 15, 2012 

Mi Ke Srni!h, Chief Deputy 
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