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1.0 PURROSE

To establtish standard procedures for governing an inmate grievance system
which will achieve the following abjectives:

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

.2 Improve jnstitutional mmnagement, control, and conditions by
establishing & mechanism which will identify institutional problems
and afford a means for corractive action. .-

.3 Reduce inmate 1itigation bv establishing & system which wil)
encoyrage its full utilization to reselve valid and justified
grievances before resorting to the Courts.

.4  Promote a mors credible and effective inmate grievance system and
improve staff/inmate relationships and communication by astablishing
8 mechanism which will promote inmate involvement and commitment to

the grievance process,
2.0 REFERENCES ANG DEFINITIONS

-1 Refegrences

A. The Civil Rights of Institutionalized Persons Act, 42 U.S.C.
228.31997. Standards for Inmate Grievance Procedure 28CFR
3.1,

b. Departmental Folicy and Procedures Manual, 493.12.02, Inmate

Access to Courts, Legal Services, and Legal Materials:
493.12.04, Access to Ombudsman.
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.2 Definitigns *) Secltn 2maied, D:-"-:Lar o4 Putlk. gqégn:‘-f’owmm Dities -

a. Inmate Grisvance Specialist - Person designated to track,
process, and assign Complaints/Grievances to the designated
person far response/resolution.
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b, Complaint - A complaint 15 a specific allegation of wrongdoing,
allegedly to have occurred within a facility against another
person or persons.

c. Grievance - A grievance 15 an injustice or unfair treatment an
inmate/ward believes has been inflicted as a result of
inconsistent, coercive, or disc1?11nary appticatian of a policy
or rule by corractional persennel or the Adjustment or Program
Commi ttee,

d. Appeal - An appeal i¢ a process whereby an inmata initiates
further action within 1imits defined herein if dissatisfied
with the disposit{ion of the complaint/grievance, disciplinary
action, or classification action. _

. 8, Hearing - A hearing 1§ a scheduled meeting wherein information,
relevant evidence, or witnesses' testimony may be presented to --.
assisgt in the adjudication of a complaint/grievancs, ,
disciplinary action appeal, or classification action appmal.

f. Inmate - Any person confined within an institution of the
/fq‘ department who i{s either senténced, pre-sentented, or pre-trial.
%t g. Informal Discussion/Resolution - Action taken o discussion
held to solve a problem or relieve a situation without formal
process, to reach a result acceptable to all parties.

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

§.  Institutional Policy or Practice - Any policy or practice which
has general applicabjlity to the inmate papulation,

3.0 POLICY

1 Every inmate under the jurisdiction of the Kawai! Correctional
System shall be provided an opportunity fo submit written grievances
to a designated official. A prompt resolution of an inmate .
grisvance, supported by well considered reasons, is essential in
order to ensure the rights of the inmate and to ease any sense of
frustration and 11l-treatment.

.2 A1l inmates shall be entitled to {nvoke the grievance procedure
regardless of amy disciplinary, classification, or other
administrative or legislative deciston to which the inmate may be
subject. Grievance pracedures shall also be accessible to those
inmates who are impatred or handicapped. '
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Inmates shall not be punished, disciplined, or denied any privilegas
when they invoke the grievance or appeal progess. -

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

Inmate and staff shall be Rruvided a role in the grievance process. .
Inmate and staff opinion shall be solicited for grievances
challenging institutfonal policies and practices.

4.0 ADMINISTRATION OF SYSTEM

o

Each facility Inmate Grievance Specialist shall be assigned by the
Department Inmate Grievance Offfcer. The responsibiltty of the
position shall be, hut 13 not limited to, the following:

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

b. Screen all inmate grievances. This screening shall take place
prior to submittat to the first level of resolution, and shall
decide what action should be taken to expedite the grievanca.

1}  Assign the grievance for investigation and response to the
designated person. o

2) Forward emergency grievances to the Facility Administrator
for immediate response. , ‘

'3)  Determine 1f the grievance requires inmate and staff
participation,

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

5) Ensure that al) grievances and appeals are being responded
‘to within the specified time limits.

8) Pericdicalty evaluate and repert on the performance of the
facility grievance system, and provide documented
spacifics. '

" 7)  Ensure the Integrity of the facility grievance system.
8) Investigate grievances or perform other duties as assigned.

9) Submit monthly report to Department Inmate Grievance
Officer.
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Thts position receives general and technical supervision from the
Department Inmate Grievance Officer, 1t receives direction from the
Facility Administrator on matters relating to security, facility
operations, and policies and procedures. :

The Department Inmate Grisvance Officer shall be responsible for:

a. Monitoring all facilities for compliance with departmental
griavance precedures.

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

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

~d, Tratning of staff in all matters relating to the grievance

procedure. :

€. Report to the Director, on & monthly basis, the health and
affectiveness of the grievance process.

T FE_PART A

Inmates and emploveas are provided A role in the operation of the
grievante system at each institutfon., Each facility shall he givaen
the fiexibility to choose from two (2) systems of participation.
The Inmate Grievance Specialist is required to solicit opintons from
inmates and staff on grievances challenging geperal policy and
practices. If a grievance challenges an institution policy or
practice and the inmate objects to the participation of other
inmates and tnstitutional staff in the resolution of the grievance,
the inmate may indicate such ob?ections on_the grievance form.
Inmates are not allowed to participate in the resolution of any
other inmates ‘grievance over the objection of the grievant. 0One or
both of the fo louing systems may be used after 1t has been
determined that inmate and staff participation shall be, solicited.

Option 1

2. A synopeis of the grievance, without the name of the tnmate,
shall be posted 1n each housing unit and other prominent areas,
that are accessible to ipmates and staff, Staff and inmates
shall be asked to submit their opinions in writing, to the
Inmate Grievance Specialist within five (5) calendar days. The

Inmate Grievance Specialist shall compile the results and based
upon his/her judgement, recommend one (1} of the following:
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1) no changs to the existing policy;
2)  dalete tﬁe policy or practice;

‘3 Ehnnge or modify.the policy or practice.

This recommendation may be challenged on appeal by the grievant.

Qn!:_.mn_z

b.

d.

A synopsis of the qrievance, without the name of the inmate,
shail pe posted in. eich housing unit and other prominent places
that are accessible to inmates and staff., Using
Complaint/Grievance Form No. B250, the Inmate Grievance
Spacialist shall random)y sele¢t three (3) inmates and three
¢3) staff to solicit their opinions. The Inmate Grievanca
Specialist shall compile the results, and based upon histher .-,
Judgment, shall make one of the following recommendations:

1) . no change to existing policy or practice;

2) delete the policy or practice;

3)  change or modify the policy or practice.

This recomméndation may be challenged on appeal by the grievant.

In atl instances, the function of inmate and staff
participation in the resolution of grievances shal)l be to help
solve problems - not to judge guilt.

Inmate and staff participation may take place at any level 1in
the grievance process but at minimum must take YTace at the
first level. Before a final decision in resolving a grievance
is reached at any level, the advice of staff and inmates shall
be considered. The final decision shall still rest with the
designated staff reviewer. : :

NMA IGR N

The Inmate Grievance Specialist shall keep a combuter log of
Inmate Complatnt/Grievances and submit a copy of the cumpleted
tog to the State Inmate Grievance Offtcer and to the Facility
Adminfstrator upon request.
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b. All grievance records shall be matntained, at the facility
whare the inmate 15 housed, for a minimum of three (3) years
after the final response is issved to the grievant. If an
tnmate 1s transferred their grievan¢e records will be forwarded'
to the Inmate Griavanre Specialist at the recelving facility.
At a minimum, the records for sach grievant shall contain:

"1 {nitial Grievance and Respense (DOC 8215);
2) Appezls and Dispositions (DOC 8§215);

3). investigation reports; and

4) inmate and staff advisory reports.

¢t. The State Inmate Grievance Cfficer shall submit monthly running

" log of complaints/grievances as well as a statistical breakdown--.

of all filed complaints/grievances to the Department of Public
safety Administration.

d. The computer log statistics shall be used to fdentify potential
P problem areas in inmate management. The frequency of certafin
r ' types of complaints/grievances may point to areas in which
po 1c:es. procedures, and/or practices need review and possibie
ravision,

Provet

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

1Y Subject Headings:
a) HMedical Services

21. General services

a2. Dentist

a3. Slow or no treatment
ad. OQther - specify

b) Cemplaints against staff

bY. ACOs ~ Security

b2, Counselors

h3. Unit Managers

b4. Section Supervisors
b5. Other Staff - specify
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&)

d)

e)

f)

¥

n

n

Facility Operations

cl. Food

cZ. CToth1n$

c3. Sanitation

c4, Personal property
c5. Library

c6. Other - specify
Disetplinary Matters

" di.  Lockdewn

d2. Segregation _
d3. Adjustment Committea
dd. Loss of Privileges

Community Communications

el. Matl

¢2. Telephone use
3. Visits

ed, Other - specify

Cormunity Programs

f1. Furloughs
f2. Community treatment
f3. Other - specify

Program Assignments

gl. Custody

g2, Horklines - general
g3. HMorklimes — education
g4, Other - specify

Urinalysis
hl. Impropefiy done
h2. Violated rights
h3., Other - specify
Transfers

V. HWithin facility
2. Betwsen facilities
3. Malnland
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k) Physical Facility

k. Maintemance

k2, Construction
k3. Store.

k4. Laundry

k5, Other - specify

.1} Legal

1, Jail time

12. Detalners

13. Sentence computation
14, Other - specify

m} Other -~ Specify
n) Susiness Office

ni. Deposits

n2, Store Accounts
n3, Workline pay .
nd. Money transfers .
ni. Other - specify

p} Policy and Pracedures

pl. Security

p2. Housing

p3. Programming

p4. Other - spectfy

Confidentiality/Controlled Access

Access to records and files of complaints/grievances shall be on a
need to know basts as determined by the Inmate Grievanca

Specialist. Records and filtes regarding the participaticn of an
individual in grievance procesdings shall not be avallable to other |
fnmates or to individuals participating in parote decisions.

Evaluation

Monthly, Formattve Statistical evalyations, using department MIS.
(Managemaht Information Systems) computer forwmat, will he .
conducted. Evaluattons will, at 3 sinimum contlin the following:
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# Grievance's Count % of Total

Filed

Open

Closed

Step 1

Step 2

Step 3

Upheld

Other

Information Discussion/Resolution
Days Receipt to Disposition
Iinmates Fiting First Time
Pasted for Opinions

Grievance Specialfsts will sybmit, a monthly narrative report or
t:elg i?cil ties grievance process which will include the above
statistics. :

Review

Annually, in July, each facility will review its grievance .
procedures. OCne (1) week prior to this review a questionnmaire will
be posted to solicit staff and inmate opinions of the grisvance
process. At a minimum, such a review will examine inmate use of the
grievance procedure and whether such use has resulted in meaningful
consideration of complaints/grievances. and where appropriate,
adequate remedies for grievances. Such evaluation/reviews will be
submitted to the Director of Public Safety, State Attornsy General,
and the State Legislature.

Communigation of Procedurss

a. An oral explanation of the grievance procedure s to be given
to each inmate and Toyee upon arrival at an institution.
Inmate Grievance Specialist ts assigned the rasponsibility of
Er;;n}ggo1gmates and staff on the grievance procedure :

4 L] | ] 3 L] ) )

b. The Inmate Grievance Specialist is responsible to ensure that
provisions are made for non-English speaking inwates, as well
as for impaired or handicapped fnmates. The written procedures
shall be available in a language other than English if it is
found that a significant part of the population of an
institution speaks that language.
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c.  Staff assistance shall  be available for those inmates who
cannot prepare their grievances un-afded,
Remedies

The grievance procedure Eﬁéll afford a grisvant a meaningful and
Just remedy. )

Q.

All ?rievances shall be considered in view of the following in
developing a remedy.

1) Has the inmate made a claim that impltcates a right
quaranteed by either the State or Federa) Constitution or
& State or Federal Statutes or ReguTatien,

2). Has such a r{ght in fact been viclated or abridged.

3) Can the abridgement of the right be justified by a
legitimate institutional interest in order, security, or
rehabilitation, )

4)  Are there ways of protecting those legitimate interests
ladequately while minimizing the abridgement of the
claimad right.

Legal opin16ns and advice may be obtained from the Attorney
General, Consult procedures outlined in DOC Policy, 493.01.19
(Legal Opinions and Memorandums, Request Forms).

A standard range of meaningful remedies shall be employed,
although available remedies may vary among institutions. All
staff responsible for answering a grievance shall use the
fotlowing guidelines, as a minimum, in developing a response,

1) Grievances which question the {nterpretation of a policy
or procedure:

Site authoritative opinions and interpretations, whenever
Eossible. such as opinions of the Attorney General or a
asis in State or Federal jaw. Explain what action will
be taken, if necessary, to further clarify the meaning or
intent of the policy or procedure. As an gxample, explain
that policies will be revised or recommendations made for
revision to ¢larify thelr intent. If recommendations to
“administration will be made for revising polities, explain
what those recommendations will be. '
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2)

k)

4)

5)

6

n

8)

Grievances which question the application of a policy or
procedure:

Explain what gdirection or instructions will be given to
relevant employes or employees to ensure they will
correctly apply the policy or procedure.

Grievances concerning an action of an employes or reprisal:

If the grievance s valid, so notify the inmate and
explain that disciplinary action will ba takem against the
emptoyea. The type of action taken shall not be
communicated to the inmate.

Grievantes concerning an action of another inmate:

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

Grievances concerning classification or programming:
Specify what action will be taken such as transfer,
reduction of custody level, award of furlough, change of
work assignment, etc,

Grievances concerning time computation:

Explatn there will be prompt re-computation with expedited

processing of any privileges or improvement in status
which may have been lost as a result of any error in

.computation.

Grievances concerning 1oss-of property under the 6ustody
and control of the facility:

- Specific prompt action will be taken such as return of

proparty, replacement of property of equal value at time
of 10s%, or monetary payment equal to value of property at
time of loss, and sc forth,

Grievances concerning 1iving and working conditions:
Specify what steps will be taken to {immediately improve

conditions. If conditions cannot be immediately improved,
explain the reason and what action will be taken. -
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No coerclon, discrimination, reprisal, or any adverse action
shzil be- imposed upen inmates for filing a grievance or appeal,
or upon staff members and inmates participating in the
resolution of griavancas. To further promote this policy, the
following practices. shall be followed:

1) All inmate grievances shall be Kept confidential
(raference statement 4.5 for further details).

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

However, if an inmate files a grievance that contains
false accusations or statements made in a knowing,
deliberate, and malictous attempt to cause injury to
another party. the parole board may be notified.

3) Inmates may be held accountabie for submitting gr?evances-‘
or appeals in which there is clear and convincing evidence
of intentiona} fabrication or distortion of facts.

Grievability

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

1}  The interpretation and application of ‘departmental and
jnstitutional policies, procedures, and practices.

2) The actions of staff and other inmates that affect thew
personally., This shail include the denial of access to
the grievance procedure.

3) Reprisals against an inmate for filing a qrievance'or
appeal under the grievante procedure, or for participating
in an inmate grievante proceeding.

4} Any matteyr relating to the conditions of care and
supervision within the Department of Public Safety that
affact them personally.

5) Disciplinary measures imposed by 2 Unit Adjustment Team or
Adjustment ittee.

6> Decisions made by a Unit Team or Program Commtttee
concerning an tnmate's program or ctassification,
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7Y  Any other aspect of institutional iifa as 1t may Sffect
the health, safety. weli-being, and constitytional rights
of an inmate,

Inmates shall not be allowed to file complaints/grievances on
the follawing matters:

1) State and Federal Court decisions;
2) State and Federal laws and regguiations;
3) Parole Board decisions.

1 Resal

Each institution shall initiate an informal discussion/
resolution procedure, utilizing his/her caseworker, through

which an inmate is offered the opportunity to first attempt to =

resolve their complaint/grievance directly with the responsible

_staff members.

Informal resolution of a grievance, by dirett contact with the
{nmate, should be attempted before the fnmate filas a formal
grievance. Form No. 8216 (Informal Discussion/Resolution Form)
is provided for this purpose.

Informal Discussion/Resolution (Divect Contact) shail take
place within (5) working days of initiation.

EMERGENCY PROCEDURES

A committed person may forward a grievance directly to the Facility
Adminjstrator via privileged maijl.

a.

1f the Faci{lity Administrator determines that theirv is a
substantial risk of imminént persona) injury or other sarious.
or irreparable harm to the committed person, the grievance may
be handled on an emergency basis and the inmate will '
inmediately be removed from the general population.

The Facility Administrator shall respond te the committed
person within three (3) working days of recsipt of the
grievance indicating what action shall be or has been taken,
This decision sha)) be reviewed by the Division Administrator.

The Division Administrator will provide a response within thres
53)1u?rk1ng days of the receipt of the Facility Administrators
ecisien.
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If an inmate complaint/grievance is of a sensitive nature, and
there exists a reasonable belief that punitive measures will be
taken at the hands-of, facility staff or other inmates, or would
otherwise be adversely affected if 1t fs known at the faciiity
that the compliaint/grievance is being filed, the inmate may
filei?irectéy with the appropriate Division Administrator via

r . - . .

13 - In such cases, the inmate must exﬂla1n the specific
reason(s) for fiting directly with the Division
Administrator,

2) The Division Administrator will send the inmate a signed,
- dated acknowledgement of recaipt of the
comptaint/grievance.

The Diviston Administrator, upon receipt of a privileged
compliaint/grievance, shall determine whather in the eXercise of
sound discretion, the cemplaint/grievance should be heard at
the Division level, or whethar in fact the complaint/grisvance
is not appropriate for special treatment or should be routed
through the normal procedures within five (5) working days from
the day of the receipt of the compYaint/grievence,

The Division Administrator shall reply to the
comptaint/grievance either by issuing a decision on the merits
of the complaint/grievance, or informing the inmate and the
appropriate Facility Administrator that the complaint/grievance
is to be routed through normal channels.

. Appeal to the Division Administrator shalt be the ultimate

recourse available to the fnmate within the administrative
remedy pracess,

EILING A GRIEVANCE

Each facitity shatl maintain locked mailboxes or grievance
goxes fo{ inmates to deposit complated Complaint/Grievance
orms 8215,

The Complaint/Grievance Form shall be addressed to the Inmate
Grievance Spactalist and deposited in the 1iving unit maiihox

or other designated repository.
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‘regarding the procedure from the

Complatnt/Grievance Forms B215 may be obtained from any living
unit staff upon request. :

Complaint/grievances should address omly ona 1s§ue per form,

Camplaints!gr1evancb§'must be individual in nature even though
other inmates may be similarly affacted. :

Staff or inmate assistance may be available to those commltted

‘persons who cannot prepare their complaint/grievange un-aided

as determined by institutional staff.

1Y AY] comnitted persons shali be entitled to invoke tha
grievance procedure regardiess of thelr discipiinary
status or classification.

2) Each faci}ity shall ensure that the grievance orocedure is.-.

accessible to commltted persons who are impaired or
handicapped.

Committed persons must be informed of the grievance pracedure
at the admitting factlity and ha¥ request further information
r counselors.

1)  The written procedure shall be available to ail committed
persons.

2} A committed person unablie to speak or read the English
language may request that the procedure be explained in
his own language.

.~ Disciplinary action or reprisals may not be taken against a .

committed person solely for using the grievance procedure. A
committad person may submit a arfevance alleging that a
reprisal has been made against him/her.

1} No person who {5 directly involved in the subject matter

. of the complaint/grievance, or who was a membar of the
adjustment committee which heard a disciplinary report
concarning the grievance, or who 5 otherwise not
‘fmpartial may participate in the resolution of a
complaint/grievance.
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The complaint/grievance must be filed within fourtsen (14) days

" from the date on which the basis of the alleged complaint

occurred untess 1t s not reasonably feasible to file within
such a period and the justification for the lata filing fs
stated in the complaint/grievance. ‘

13 The basis for the complaint/grievance 1s the incident,
occurrence, or action from which the inmate sepks ralief
or remedy must be clearly stated. :

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

In preparing complaints/griovances and appeals, inmates sha)l
aveld the use of profamity, threats of physical harm, and
language which impugns the character of a staff member or which
demeans the race, ethnicity, physical appearance, sex, religion.-.
or national origin of a staff member. Grievances containing

such language shall not be processed hy the Inmate Grievance
Speclalist nor responded to at any step of the grievance

process.

énmgtes who abuse the system may be dealt with on an individual
asis. : :

Inmates who provide false information may be subject to
disciplinary action.

EILING STEPS

Bafore filing a formal Complaint/Grievance, a committed person
{inmate) should make a good faith affort to informally resolve a
Complaint/Grievance., The committed person (inmate) having reached a
decisfen to file a formal grievance shall do the following:

a.

Obtatin Complaint/Grievance Form B215 from any staff memher
(forms are readily available). Tf the form is not an hand,
staff will supply the committed person with a
Complaint/Grievance Form as saon as posstble,

Committed person must 111 aut the form completely; 1.e., name,
SID number, date, housing unit, etc. Staff or inmate
assistance may be utilized for comwitted persons who cannot
prepare thelr complaint/grievance un-aided.
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Take the completed Complaint/Grievance Form 8215 to the houging
duty officer who will:

1) Check to see if the form is complete with name, SID
number, date, signature, housing unit, etc, -

'2) If the form is complete, the officer will sign and date

the Complaint/Griavance Form 8215 in the upper right-hand
corner.

3y  Staff will not alter the form or refuse to accept same,

4) .The committed person will be given the designated "inmate
raceipt" copy for his/her records.

The inmate wil1 immediately (under the watchful eye of staff)
place the Complaint/Grievance Form 8215 1n the locked mailbox
or other designated repository. '

Staff persons responsible for mail will transport, on a dajly
workday, the unaltered complaint/grievance to the Facility

Inmate Grievance Specialist for action.

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

The only exception to the hove procedure will be the filing of
Emergency or Privilsged Complaint/Grievance (PP _
453.12.03.4.11; 493.12.03.3.13).

1) Privileged complaint/grievances may be placed in a sealed
envelope, marked confidential. The envelope will then ha
dated and signed by the on-duty ACO. The inmate will then
place the sealed envelope in the designated repository.

The staff person designated to answer the grievance has fifteen
(15) working days from the date of receipt of the
complaint/grievance fn which to fnvestigate and respond. (Oate
of receipt shall begin from the date signed in the upper
right-hand corner of Camplaint/Grievance Form 8215).
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Step ane (1) decision (Unit Manager, Section Administrator, or
his/her designee).

8-

Inmate shall submit appeals of a step one decision on
Complaint/Grievance Form 8215 within five (S} calendar days of
recaipt of step one decision. The control .number from step one
{1} grievance shall be placed in tha space provided on
Complaint/Grievance Form 8215 of the step two appeal form.

1} Aﬁpeai from a Unit Manager'slSectlon administrator is to
the Faclility Administrator.

The inmate shall submit 3 written statement regarding the basis
of the appeal to the Facillty Administrator.

The Inmate Grievance Specialist shall verify the completion of )
the inmate's ipitial step and forward copies of the following
information to the Facility Administrator:

1) Copy of tnmate's original complaint/grievance.

2) The decision of the step one complaint/grievance.
The Facility Administrator shall:
1) Conduct an iavestigation;

2} Conduct a hearing at which the inmate 45 given the
opportunity to put forth their complaint/griavance, if the
Facility Administrator in the exercise of discration deems
such hearings proper in the interest of justice;

3) Sustain, modify, or averturn the deciston of the lower
decision maker(s). :

The Faclitty Administrator has fifteen (15) working days from
the day of recei?t of the appeal in which to submit a written
response to the inmate. Should the 15 working days elapse

“without the inmate receiving a written response, &n-appeal

directly to the appropriate Division Admingstratur may be
{nitiated.
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f. Upon receipt of the Facility Administrator's written decision,
the inmate has up to five (5) calendar days to initiate further
action {f dissatisfied with the decision made by the Facility
Administrator.

g. Appealing the Fac11}t§ Administrator's decision.

1)  The inmate shall appesal to the Division Administrator.
2) The ynmate shall svbmit a2 written statement on
Complaint/Grievance Form 8215 regarding the basis for the
appeal to the Division Administrator via mailbox or other
designated repository.
3)  The Inmate Grievance Specialist shall forward copies of
the following information to the Oiviston Administrator:
a) inmate's original complaint/grievance;
by the decision of the Unit Manager or Section
Administrator;
' (’:1 ¢) the appeail statement fo the Facility Administrator;
!..l.ﬂh-'
dy decision of the Facility Administrator,
4) The Division Administrator shall give the inmate a signed,
dated acknowledgement of receipt of the appeal.
S) The Division Adminfstrator may:
a) request additional information from the facility:
b) conduct an investigation or hearing,
6) The Division Admimistrator has twenty (20) working days

from the receipt of the appeal in which to submit a
written rasponss to the inmate.

.18 The decision of the Division Administrator shall be final.

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

a—
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Powers of the Administrative Reviewer(s)

a.

b'

-Sugtain, modify, or overturn the decision of the lower decision

maker(s).

The Administrative Reviewer shall also justify and explain all
decisions 1n the writien response to the inmate.

The period of time for acticn by the reviewing official(s) may
he extended up to Tifteen (15) working days upon a finding that
the circumstances are such that the initial period is
insufficient to make an appropriate deciston. The time
extension must be agreed to by the inmate in writing.

Proceture for appeating disciplinary decisions.

Disciplinary measures imposed by an Adjustment Committea in
accordance with the provisions of the Administrative Rules of
the Department of Corrections—iRd=20t-15-shall normally commance
forthwith. The Facility Administrator, however, shall have the
authority to held such disciplinary measures in abeyance
pending the inmate's zppeal 1f the administrator beliaves such
action to be in the best interest of the inmate and/or facility,

1) The inmate who wishes to reguest a dalay Tn the imposition
of disciglinnry measures shall, th a letter, Justify to
the Facility administrator the reason(s) why a delay is
necessary. The Facitity Administrator shall respond to
the inmate in writing within three (3) working days.

2y The Facility Administrator's.denial of the inmate's
request to have the sanction held in abeyance is
3r1evable. The imposition of the sanction will not be
elayed, however, pending the disposition of the request.

3) Grievances of this nature shall be processed as a -

privileged complaint and shall be forwarded immediately to
the Div?sion Administrator. The Division Administrator
shall respond within five (5) working days from the day of
receipt of the grievance. ‘
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4) Any loss of privileges and segregation time sustained by
an tnmate during the pendency of the appeal shall be
credited fo the inmate and deducted from the original
disciplinary measures imposed by the Adjustment
Team/Commi ttee,in the event the Administrative Reviewer(s)
ruies against the inmate's appeal.

All inmates have the right to seek administrative review of any
disctpiinary action through the admipistrative remedy process.
Review shall be 1nitiated within fourteen (14) calendar days of
the day of receipt of the disciplinary de¢ision.

The steps for appealing disciplinary actions:

1) On-the-spot correction; Section Administrator or Unit

Manager - Facility Administrator

2)  Decision of Unit Adjustment Team: Facllity Admirdstrator =

3) Decision of Faciiity Adjustment Committee: Facility
Administrator - Division Administrater

The inmate appealing the disc!plinar} action(s) imposed shall
file an appeal on Complaint/Grievance Form 821S.

Each Administrative Reviewer(s) shall:

1)  Recelve the complete fite of the case, including, but not
Himited to:

a) the incident report;
b)Y  the 1nvgst1gat|on Teport;
t) record of the hearing.
2) Evaluate all the written ﬁocuuents submitted.

3y Conduct an investigation to obtain further {nformation
when the record does not clearly establish:

a) the evidence upon which the disciplinary group has
hased Yts decision;
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by the reason{s) for 1mhosing such disciplinar
measura(s). :

4) QOetermine whether the deciston of the discipiinary group
was based upon substantial and adequate evidence and
whether the disciplinary measures are excessive,

f. The administrative reviewer(s) shall submit a written and
signed response to the inmate within fifteen (15) working days
of the receipt of the appeal. Should the fifteen (15) working
days elapse without the inmate receiving a written response, an
appeal directly to the Diviston Administrator may be initiated.

g. Ugon receipt of the reviewer's decisipn, the inmate has vp to
five (5) calendar days to initiate further action if :
dissatisfied with the decision,

h. If the inmate initiatas further action, a statement regarding
the basis for the current appeal is reguired.

i.  The facility shall submit to the reviewer(s) the complete case
record of the case on appeal.

Upon receiving an unsatisfactory response from the Facility
Administrator, the inmate ¥s free to initiate further appeal

acttons,

k. _Review1n? officlals may extend for up to fifteen (15) working
days if 1t {5 determined that the Initial period is
insufficient to make an appropriate decision. The grievant
must agree in writing to any extension.

e

1. The decision of the Division Administrator is final.

Procedure for Appealing Unit Team or Program Committee(s) De¢izion
\ .

a. Each inmate has the right to seek administrative review of the
decisions of the Unit Team or Pro?ram Committee directly
affecting them. Review shall be initiated within fourteen (14)
calendar days of the day of receipt of the final decisfon of

the Program Committee.
b. The protess for appeal of Program Committes decision(s):
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1) Program Commtttee's decision - Fagility adminictrator -
Divition Administrator

¢. The process for -appeal of Program Committee decisions is rhe
same a5 the process for appeal of diseiplinary actlons.

.20 Referra! to Agencles or Officials other than Departmental

2. An inmate should, but 15 not strictly required to, First
exhaust the administrative process set FOrth tn this policy for
the resolution of complaint/grievance before seeking ald Frem
the Ombudsman or other agencies or fiting sutts in court.

b, Inmates are advised that courts frequently require evidence
that administrative remedies have been exhausted before
accepting Jurisdiction over a complaint/grievance.

5.0 Scope:

This policy applies to all Department of Public Safety Facilities.
ol
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