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L POLICY
Montuna State Prison will provide an internal grievance mechanism to resolve inmate complaints,
reduce the nced for litigation, and afford staff the opportunity (o improve facility operations.
Il IMPLEMENTATION:
This policy will become operational on May 1, 2005,
1. AUTHORITY:
DOC 1.3.3 Offender Grievance Procedures
DOC4.1.2 ' Offender Oriemtation
DOC 1.3.52 Offender Abuse/Mistreatment
ACA Standards for Adult Correctional Institutions, 4" Fdition
Iv. DEFINITIONS:
Grievan ce - An individual complaint filed by an inmate concerning subject matter as outline in this
policy.
Standard Gricvance — A g,ruevum,e umwmmg all other mattcrs not specifically categornized below.
Emergency Grievance - A gricvance concerning matters that subject (or has subjected) an inmate to a
subslantia) risk of immediate personal injury or serious hanm.
Medica] Grievance — A grievance concemning matters of medical carc and judgment.
Policy Grievance A gricvance concerning written policies and procedures.
Staff Condugt Gricvance — A grievance conceming matlers defined in DOC 1.3.52, Offender
Abuse/Mistreatment.
Grievance Coordinalor (GC) — The staff member assigned (o administer, investigate, and respond to
inmate gricvances. The responsibilities af this position may also apply to that person’s designee.
Facility Health Administrator (FHA) - The statf member assigned to administer the facility’s health
services.
Y. PROCEDURAL GUIDELINES:

A. Non-Grievable Issucs

1. Actions by outside entities not under the jurisdiction of the Department, including the
Sentenee Review Board and Board of Pardons and Parole, are not gricvable under the
inmate grievance sysiem.,

2. Classilication and disciplinary dccisions are subject to a sepamlc, appcal procedure ‘and
are therefore not gricvable under the inmalte gricvance system.
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B.

Gricvable Issues

1.

All other issues including, but nol limited to, medicat care, staft conduct, wrilten policy,
and other standard gnicvance matters such as propertly, visitation, mail, tvod service,
conditions of conlinement, program access, or religious issucs are griovable,

Grievances regarding the Department and facility’s wrillen policies and procedurcs must
specilically demonstrate with factual basis that the inmate filing the grievance has been,
in some manner, unfairly or personally adversely affected by the application or operation
of a wrilten policy or procedure.

Distribution, Submission, and Collection of Forms

L.

[ 38

All formal gricvances and appeals will be processed through the GC, or designee. The
GC will distribute Inmate Informal Resolution forms, tnmate Grievance forms and
(irievance Continuation forms to each housmg unit where they will be available to
inmates from housing unit staff,

After allempting informal resolution (sec scction E). the inmale may submit a written
statement of his complaint by filling out an Inmate Grievance form and placing it in the
lacked collection box located in the housing unit lobby. The GC, or designee, will collect
grievance forms weekly from locked collection boxes and directly from locked housing
um! inmates no less than twice per 40-hour week.

Time Limits, Extension, and Exhaustion

1.

I~

The maximum length of time for completion of the gricvance process is 180 calendar
days, from initiation to final disposition. The mmate Grievance Flowchart (attachment
G) summarnizes the process and clearly identilics the applicable time {rames.

With respect to all time limits established in this policy for inmates, extensions may be
granied by the GC for good cause shown in exceptional citcumstances such as physical
incapacity or being in transit while separated from relevaat documents.

Staft may only excced the ime limits sct in policy for good cause and wilh written nolice
to the inmate on a Grievance Response Fxtension f7orm (allachment A),

If an inmate fails to receive a imely responsc from a staff member as set forth in this
policy, the inmale may file the appropriate forms to advance o the next level of the
grievance syslcm. ‘

If an inmatc fails to advance to the next lovel of the gricvance system within the stated
time limit, he will be considered to have forfeited the opportunity to exhaust his
administrative remedies under the inmate gricvance sysicm.

Informal Resblutlon

1.

o

Except as provided below regarding emergency grievances, an inmate must first present
an issue of concern on an Inmate/Offender Informal Resobution Form (attachment 13) to
his assigned Unit Manager (UM) or designee within five working days of the action or
omission that caused the complaint, and attempt to resolve the issue before filing a formal
grievance.

Informal resolution is not required it submission of the grievance is made in compliance
with a court order directing the inmate to exhaust administrative remedies.
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The informal resolution procedure may not operate to limil uccess to formal filing of a
complaini.

The UM, or designee, will investigate and attempt to resolve the complaint informatly
and provide a response to the inmate on the Inmale Informal Resolution Response form
within 20 working days of receipt of the complaint.

If the UM, or designee, refers the complaint to a morc appropriate department for
response, the action and daie of refeiral must be documented. The receiving statl’
member will thoroughly address the complaint and notify the inmatc and UM ifan
answer cannot be provided beforc the established 20 day deadline. The response to the
informal resolution will be routed back to the UM to he given to the inmate.

The inmate has three days after receiving the responsc to his informal resolution to
submit a tormal grievance,

F. Formal Grievance - Filing

1.

12

An inmate wishing to filc a fonmal grievance may do so within three working days from
the date he received the informal resolution response. The inmate will complete an
Inmate/Qffender Grievance Form (attachment C) with all requested identifying
information, and legibly and clearly state the complaint in the spacc provided on the
form. If morc space is needed, the inmate may use up to enc Inmare/Offender Grievance
Continuation frorm (attachment D).

The inmate will place a single complaint or a rcasonable number of closely related issucs
on the form. If the inmate includes multiple unrelated issues on a single fonm, the
submission will be rejecled and returned without response. The inmate will then be
adviscd to use a separate form lor each unrelated issue.

The inmate will provide copies of all documentation essential lo the resolution of a
gricvance, including the Inmate/Offender Informal Resolution Form with staff responsc.
‘The inmatc is encouraged to rctain a copy of all exhibits for his personal records.
Grievances tiled by two or more inmates on the sime form will be relumed to the
inmale(s) unprocessed. An inmate may not submit a grievance on behall ol another
inmate. Inmates may obtain assistance from staff or other inmates to write a gricvance.
‘T'he GC will assurc that the grievance is complete. All incomplete gricvances will be
rctumned to the inmate with a wrillen statement as to why it is not being processed. The
iniatc may resubmit the grievance with the appropriate corrcctions, but must do so
within 48 hours or the grievance may be rejected.

G.  Responding to the Grievance

L.

The GC, or designee, will respond to all properly filed grievanees. All responses will be
writien and contain specific, explanatory rcasons for any decision to assist the inmale’s
understanding of the decision.

All written responses o # grievance will be legibly signed and dated by the staff member
providing the responsc. _

Lxcept for the Deparlment Director, any person implicated in a formal inmate grievance
will not participate in the decision-making process concering the grievance.

. The Warden may assign a designee to address inmate gricvance appeals.

With the cxception of the Direclor’s response, all responses from staft members will
include instructions to the inmate on how to advance the gricvance to the next level, or
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[or proper completion ol the immediate form. I'he Director’s responsc is final and
cxhausts available administralive remedies through the inmate gricvance systerm.

H. Processing by

l. The gricvance coordinator will:

a. Detenmnine into which category the complaint falls and log the gricvance upon
reccipl.

[Note: Emergency gricvances will be screened for actual emergent nature and
forwarded to the Warden, or designee, immediately. Policy and staff conduct
grievances will also be torwarded to the Warden, or designee, immediately. The
GC will confer with the lacility health administrator (FHA), or designee, to
determine whether a complaint should be deemed standard or medical. Medical
grievances will be forwarded to the FI1A, or designee, iinmediately.]

b. Immcdiately retumn to the inmate any incomplete or improperly filed gricvance
form.

c. Respond to all standard grievances within 20 working days.

d. Document the basis of any decision in the response to (he inmate.

C. Retain all documentation regarding the gricvance in the gricvance filcs, including

' all efforts to resolve the grievance. |

f. Rcceord all steps of the gricvance and any appeals in a gricvance log.

g. Dcliver all responses to the inmate and torward all appcals.

2. The inmate will have three working days to submit an appeal.
L. Processing by the Warden
. Appcals:

a. An inmale wishing to appeal the GC's response may do so by submitting an
Inmate/Offender Grievance Appeal to Warden/Administrator form (attachment E)
and any additional documeniation to the GC within threc working days of receipt
of the response to the grievance. The GC will attach all documentation and
promptly forward the appeal to the Warden or designee.

b. Within 20 working days of reccipt of the appeal form, the Warden, or designee,
will revicw the grievance and provide a written responsc to the inmate, specifying
the reasons for any decision. The response will be returned to the inmate through
the GC.

C. In addition to the response, the Warden, or designee, will include instructions to
the inmate that he may appeal the decision Lo the Department Dircctor.

2. Emecrgency Grievances:

a. The Warden, or designee, will respond (o an cmergency grievance within 48
hours of receipt of the gricvance. _

b. In addition o the response, the Warden, or designee, will include instructions to
the inmatce that he may appeal the deeision to the Department Director.

C. The inmate will have three workings days Lo submit an appeal.

3. Staft Misconduct Grievances: - _
a Any grievance that fits the specific criteria noted in DOC Policy 1.3.52, Offender

Grievance Coordinator

Abuse/Mistreaiment, will be forwarded (o the Warden.
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4.

b. Within 20 working days of receipt of (he grievance, the Warden, or designee, will
provide a writlen response to the inmate. The response will be returned to the
inmate through the GC. .In addition to the response, the Warden will include
‘instructions to the inmatc that he may appeal the decision to the Department

Director. :
C. The inmate will have three working days to submit an appeal.
Policy Crievanccs:
a. Any grievance challenging formal policy will be forwarded to the Warden.
h. The Warden will convenc a policy committec as deemed neccssary. :
C. Within 20 working days of receipt ol the grievance, the Warden, or designee, will

provide a written response to the inmate. The response will be returned to the
inmate through the GC. In addition to the responsc, the Warden, or designee, will
include instructions to the inmate that he may appeal the deaision to the

. Dcpartiment Director.

d. ‘The inmate will have three working days to submit an appel.

J. Processing by the Facility Health Administrator

I.

2

4.

The GC and F1LA, or designee, will determinc whether grievances alleging problems
related to the medical department can be handled as standard grievances. The FHA, or
designee, will take the gricvances involving medical judgment and process Lhem,

The FHA, or designec will conler, as necessary, with the health carc provider or the
medical dircclor prior to responding to the grievance.

The FHA, or designee, will provide a written response within 30 calendar dd._ys of reccipt
ol the grievance. In addition to the response, the FHA, or designee, will include
instructions to the inmate that he may appcal the decision to the Department Director.
The response will be returned to the inmate through the GC.

The inmate will have three working days (o submit an appeal.

K. Processing by the Department Director

1.

An inmate wishing 1o appeal the Warden or designee, or the FHA or designece’s response,
must submit an Inmate/Offender Grievance Appeal To Corrections Director form
(attachment F) and any additional documentation ta the GC within three working days of
receipt of the responsc. The Warden, or designee, must be provided 4 copy of any
appealted medical grievance. The GC will attach all documentation and promptly forward
the appcal for the Dircetor’s review.

An inmate may not raisc in an appeal any issue that was not raiscd in the lower level
filings. An inmate may not combine appeals of scparate lower level responscs inlo a
single appcal.

The Director, or designec, will respond to 2n emergency grievance within 10 working
days of rceeipt ol the gricvance and appeal. The Director, or designee, will respond to all
other appeals within 30 calendar days of reecipl of the grievance and appeal. The
Dircetor will review the gnevince and provide a written response to the inmate,
specifying the reasons for any decision. The responsc will be returned to the inmale
through the GC.

The Director’s response is final, and exhausts all admmlstratlw remedics available to the
inmatc through the Depariment's inmate grievance system.
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L. Emergency Grievances

1.

2.

7.

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

The inmate will specify on (he form the exact nalure of the complaint and why the
complaint is considered an emergency. The inmate has 4% hours from the incident o file
a formal emergency gricvance.

The inmate will submit the Inmate Grievance form to the GC, or to the Shift Commander
in the GC’s absence. Any inmate alleging an emergency grievance issuc may obtain
assistance from any staff member to cnsure the grievance is delivered to the GC or Shift
Commander. The GC or Shift Commander will dcterminc whether the complaint is
emergent and forward legitimalc emergency gncvanws to the Warden, or designee, for
processing.

Upon receipt of the emergency gricvance, the Warden, or designee, will respond to the
inmate in writing within 48 hours. "The GC may cxtend this time only for an additional
48 hours. The GC will inform the inmate in writing ol any time cxtension.

‘The inmate may appeal the Warden's denial of an emergency grievance to the
Department Director within Lhree working days of receipt of the response by submitting
an appeal form to the GC who will promptly forward the appeal to the Director. The
Director will respond 1o all legitimate emergency gricvances in writing with 10 working
days ol rceeipt.

A gricvance detecrmined not to be a legitimate cmerg,emy by the GC, Shift Commander,
Warden, or designee, will be returned to the immnate within 48 hours with a written
responsc specilying why the complaint is inappropriate as an cmergency grievance. The
inmatc may then pursuc the complaint as a standard gricvance.

The decision to return the gricvance for standard processing may not be appealed.

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

1.

2.

Inmates will not be harassed, punished, or disciplined for utilizing the inmate grievance
process. Employces may be subject lo disciplinary action if they violate this dircctive.
All prievance documents will he placed only in the gricvance filc maintained by the GC.
They will not be copied to other inmatc files.

N. Inmate Abuse of the Gricvance System

f.

Abusc of the grievance procedure may include use of profanity, threals, abusive or
deineaning language; submitting an cxcessive number ol grievances; or, submitting
multiplc grievances in reference to the same issues.

If an inmate demonstrates a pattern of abuse of the inmate gricvance system, the Warden,
or designee, will notify the inmate, in writing, that such actions are creating an -
administrative burden at the expense of legitimatc complaints. The notice will contain
specific reasons lor the decision and notify the inmate that the GC will retumn tuture
grievances lhat demonstrate a continucd pattern of abuse. The notice will not he subject
1o appeal.

Future grievances demonstrating a continued pattern ol abuse will be logged, assigned a
casc numbecr, and returned to the inmate with the issuc unanswered. The GC will explain
the action in the log., on the gncvance, and to the UM.
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0. Access to Information

2.

All inmates will have aceess to a copy of this policy, regardless of their classification,
disciplinary, or administrative status. Copics will be maintained in the inmate library.
Newly received inmates and newly hired staff will reecive a copy of this policy and have
an apportunity to ask questions and receive answers about its procedures.

In the course of resolving a formal inmate grievance complaint, the GC, or designee, will
havc access to essential records for grievance resolution. The inmatc’s gricvance serves
as a waiver of confidentiality in this regard.

‘I'his policy will be available in English and any other language spoken by 10% of the
inmate population. The assigned UM or designce will assist inmates who do not speak a
language spoken by a signiticant portion of the inmatc population, as well as those
inmates who are visually or otherwisc impaired. The UM or designee will explain how to
complete forms, file, appeal, and resolve gricvances.

P. Remedies

I3

N

VL. CLOSING:

‘The gricvance procedure will afford a grievant a meaningful remedy to vahd grievances.

The scope of available administrative remedics is broad and should be applied on a case-
hy-case basis. Possible remedies include, but are not limited to:

a. Modification ol institutional policy or practice.

b. Replacement, restoration of, or restitution for personal property. ,

c. Assurance that deprivation of necessary care or other abuse should not recur.

d. Other remedics that will meaningtully solve the probian presented.

Substantiated inmate claims of property loss or damage by staff may be reimbursed by
the GC or stall with authority (o spend [rom an assigned budget.

Questions concerning this policy should be directed to the Warden.



STATE OF MONTANA DEPARTMENT OF CORRECTIONS
MSPIT MWP ™1 CONTRACT FACILITY:

GRIEVANCE RESPONSE EXTENSION FORM

No: _
TO:
FROM: Gricvance Coordinator
RE: Extension of Grievance Responsc
DATE:

This is to inlonm you that the Grievance Coordinator / Warden / Dircclor has received your grievance.
Additional time is needed to further investigate your grievance / appcal. This cxiension is nccessary for the

following rcasons:

An estimated date of responsc Lo your complaint is _

Signod:

I acknowlcdge receipt of this cxtension. 1agree / disagree with this request.

Inmate Si gnature .‘ Dalte

Girievance Coordinator (Whitc)  Inmate (Canary)

Alchiment A - M&E £33, Inmute Gricvance System  Implemented May 2005



STATE OF MONTANA DEPARTMENT OF CORRECTIONS
MSP1 MWPII CONTRACT FACILITY:

INMATE/OFFENDER INFORMAL. RESOLUTION FORM

Namc: Numher; . Housing: Dare:
Describe the problem. [nclude date and time the incident occurred, names ol statlinvolved, description of auy cvidenee, names of any
witnesses. W0 did WHA'T. WIILEN, WHLRL . & what have you done so far 1o get the problemn repaired?

C A e

ACTION REQUESTED: _

INMATE SIGNATURE: ___

RESPONSE: The action you request 1s / 15 nol appropriaic becausc:

Requested action is granted _ / denied . You have the right to gricve if this response does not satisfy you.
RFSPONDANT SIGNATURL: . TUILE: DATE:

I acknowledge that [ have received this response.

INMATL SIGNATURE DATE
CQRIEVANCES MUST BE SURMITTED WITHIN THREE (3) WORKING DAYS OF RECEIPT OF TIUS RESPONSE. ATTACH
COPIES OF ALL PERTINENT INFORMATION AND PLACF, IN TIIF GRIEVANCE COLLECTION LOCK BOX. (GRIEVANCE
FORMS ARE AVAILADBLE FROM HOUSING STAFF)

WHITL - GRIEVANCFE COORDINATOR CANARY - INMATL COI'Y OF RRSPONSE PINK - INMATF RECFEIPT

Auschiment B -MSE 33,3 hnmade Grievanee System = Iiplemented May 2005



Do not write in this space
UMLURGLNCY Stafl Cenduct Medical Policy Srandand

Received by: ate: _Gr. No.: .

STATE OF MONTANA DEPARTMENT OF CORRECTIONS
MSPI  MWPQO CONTRACT FACILITY:_

INMATE/OFFENDER GRIEVANCE FORM

Name; . ._ Number: . Housing: . Date:

Descriplion must include datc and time incident occurred, sitempts made 1 resolve, numes of statf involved, descriplion of any
evidence, names of any witnesses.. WHO did WHAT, WIIEN, WHERE, & whart did you do o get the problem repaired?

ACTION REQUIESTED:

INMATE SIGNATURE:

Uy my signalure above, | waive conlidentiality 1 nny records neeesaary o investigate and resolve my connplaing and eestify the mh af all my stateiens herein.

RESPONSE:

You have the right w appeal this response to the next level.

RESPONDANT SIGNATURE: TITLE: _ : —___DATE:

| ucknowledge that 1 have rectived this respense, b da / do nol intend to appeal o the neal level,

INMATE SIGNATURL . DATY
YOUR APPLEAL MUST BLE SURMITTLED WIETIHUN THREL (3) WORKING DAYS OF RECUIPT OU THIS RLbPUNsL Auach eopics ol oll pertinent infonuarion
il place in (he pricvance callectian Tock hox. (Appeal farms are available from hausing seatt

GRIEVANCFE RECORDS  wilTL INMATE RESPONSE -~ CANARY INMATI RECIEPT = PINK

Attgehment € - MSP 3.3.3, limate Gricvance System  lmpleinentod May 2005



STATE OF MONTANA DEPARTMENT OF CORRECTIONS
MSPII MWPI CONTRACT FACILITY: _. .

INMATE/OFFENDER GRIEVANCE CONTINUATION FORM

{(NOTE.: Ouly ene comtinuation p-ugc miy be usad.)

Nume: ... Numbern Housing: Date:

Allaclmeit 1 - MSP 1.3.3, Inmgte Gitievanee System  hinpletnented May 2005



D6 not write in this space

Received by: Dale: Gr. No.:

STATE OF MONTANA DEPARTMENT OF CORRECTIONS
MSP.l MWPZ  CONTRACT FACILITY:

INMATE/OFFENDER GRIEVANCE APPEAL TO WARDEN/ADMINISTRATOR

Inmate Name: Number: Housing: Date:

Stale the reason you are appealing:

WARDEN’S RESPONSI:

Appea! has been granied denied e Date:

Comrnents:

You bave the right 1o appeal this response w the Director.
Warden's Siphatire

I acknowledge that T have reccived this response. | do / do not intend to appeal to the next level.

INMATL SIGNATURF ' DAIL

APPEALS TO THE CORRECTTONS DIVISION ADMINISTRATOR MUST BE SUBMITT'ED WITHIN THREE (3)
WORKING DAYS OF RECEIPT OF TIITS RESPONSE. ATTACIL COPIES OF ALL PERTINENT INFORMATION AND
PLLACE IN THE GRIEVANCE COLLECTION LOCK BOX. (APPLAL IFORMS AVAILABLE FROM HOUSING $1TAlL'1)

GRILYANCE RECORDS - WHITU INMATFE RESPONSL  CANARY INMATE RECILPT  PINK

Attsghment U - MSP 333, Inniate Girievanee System  hapleinented May 2008
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Received by: Date: i . GroNo:

STATE OF MONTANA DEPARTMENT OF CORRECTIONS
MSPIt MWD CONTRACT FACILITY:

INMATE/OFFENDER GRIEVANCE APPEAL TO CORRECTIONS DIRECTOR

loumare Name: Numbers Housing: Dile:

Slate the reason you are appealing:

DIRECTOR'S RESPONSE:

Appcal has been granted - denicd DATE

Commicnls:

Dirccmr-::-‘ ..‘G.ign:ulurc

I acknowledge that | have received this rosponse. 1 understand that there are no more administrative remedies
available to me. [f dissatisfied with this response, my next step is to contact the appropnate court. (Information
about contacting the courts is available in the library.)

INMATE SIGNATURF, m - DATE

“GRIEVANCE RECORDS - WHITE INMATE RESPONSE ~ CANARY INMATE RECIRPT - PINK

Altmchinent ¥ - MSP 3 3.3, nmare Grievanee System  hmplewentad May 2005



INMATE GRIEVANCC FLOWCHART

INFORMAL RESOLUTION STANDARD EMERGENCY
MGRIEVABLE INCIDENT OCCURS® GC * Bypasses Informal Resolutinn
Log, investigate & respond: due fo its nature. :
Tnmatc » 20 days
Attempts to resolve. s (irant/deny
o 5 days Inmate (ASAP) yives gricvance Lo
e  Attempt to resolve with statf GC gives response lo inmate. cither:
involved =  Grievance Coordinator

e May take issuc lo UM/CM for
assistance & to filc Informal
Resolution form

UM/CM/Involved Staff
Respond to informal resolution

request.

e 20 days

e  Grant/deny/find altemative -
resolution.

¢ Deliver response to inmate,

If inmate 14 satisfied, issuc is
considered resolved & no further
action 1s taken.

Informal resolution paperwork
Jorwarded to GC for recording.

[f inmate is nor satisficd
e I dayy

e Submit formal grievance to GC.

If inmate appeals
o 3days
* File Appeal-to-Warden with GC.

(O attaches all doclomentation

& forwards (o Warden.

Warden

e 20 days

¢ Grant/deny & retura to GC for
[urther review.

(T gives response to inmate.

1f inmate appeals
e Jdays
¢ Inmate files appeal to DOC with

GC.

GC attaches all documentation and

Jorwards to DOC.

Director

e 30 calendar days -

¢ (Cirant/deny.

»  Return to GC/Warden [or further
revicw.

(r(C gives response fo inmate.

End of process.
(himate can go to court if divsatisfled)

- @ Unit Supervisor, or;

s Command Post

Unit Supervisur forwards o either:

» Grievance Coordinalor or

» Command Posi

Command Post forwardy to Grievance
Caordinator.,

Gricvance Coordinator detemnines if
Lricvance meels Cmergency erileTia,

* ASAL and lorward

e To Warden

Warden

» 48 honrs

s +48 hours (with written notice)
1. Grant
2. Deny

3. Return as not emergent

G gl'w.’.\' rexpanse o inmete.

If inmate appeals

s 3days

e [nmuate Glex appeal o DOC with
GC.

GC attaches all documentation and

Jarwardys 1o DCOC,

Director

» |0 days

» Crant/deny.

s Relum o GC/ Warden for further
TeView.

G C gives reaponse Lo inmaic,

End ol process.
(Inmate can go (s court if dissatisfied)

Atlsehment G, p.( ol 2- MSP 33,3, Innate Grieviange System — hmplemetited Muy 2005



INMATE GRIEVANCE FLOWCHART

MEDICAL

PoLICY

STAFE CONDUCT

GC
Log & forward to TFacility llealth
Administrator (FHA) or designee.

GC
Log & lorward to Warden/Facitity
Administrator.

ASAP

FHA
Confers wilth Provider &/or Medical
Director & responds:
» 30 calendar days
e Grantdeny

GC gives response (o inmare.

If inmate appeals

o  ddays

» Inmate files appeat Lo DOC with
GC.

Dircctor

s 30 calendar days

¢ Obtains Medical Director review
* Obtains | cpal review

e  Granl/deny

U gives response In inmaie.,

End of process
(Inmate can go to Court if dissatisfied)

ASAP

Warden

[Convenes Committee as necessary]
s 20 days

»  Grun/deny/return to GC for
further review.

G C gives response to inmate.

I inmate appeals

*  3dayy

o Inmate flex appeal to DOC with
GC.

GC auaches all documentation and

Jorwards 10 DOC.

Director

» Lcpal review befare final decision

¢ 30 calendsr days

»  Grant/deny/

s  Retumn (o Warden for firther
review

GC gives response to immate

End of Process
{Inmare can go 1o court if dissatisfied)

GC

Log & forward lo Warden/Facility
Administralor,

ASAP

Warden

b » 20 days

o Grant/deny.

GO gives responsc to inmate.

[f inmatc appeols

o Jdays
e Inmate files appeal to DOC with
GC.

- GO attaches all documentation &
Sorwardy (o DOC.

Director

s IR review before (inal decision

» 30 calendar days

s Grant/deny/ retum to Warden for -
lurther review

G gives response to Inmate.

End of Process
(mere can go to court Iif dissatisfied)
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MONTANA STATE PRISON
STANDARD OPERATING PROCEDURE

SOP No.: 3.3.3.001 | Subjcct: ADMINISTRATION OF INMATE GRIEVANCE PROCEDURE
Chapter 3: Institutional Operations Pagc 1 of 2, plus attachment -
Section 3: Sccurity and Control Revision Date:

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

I PURPOSE:

These procedures specily the manner in which MS# 3.3.3, Inmate Grievance System will be
administered.

I1. IMPLEMENTATION:

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

M. AUTHORITY:

MSP 3.3.3, Inmate Grievance System

1V.  DEFINITIONS:

None

V. RESPONSIBILITIES:

A. The Technical Correctional Services Burcau Chief has responsibility for, and exercises functional
' supervision of, the Inmate Grievance System at all adult secure care facilities, and wil:

1. Ensurc that a staff member from cach adult sccure care facility is appointed to act as the
facility’s Grievance Coordinator,

2. Preparc an annual assessment report on the inmate grievance system based on a review ol
the information contained in each Monthly Inmate Grievance Statistical Report (see
attachment A) submitted by the Grievance Coordinators and any comments received from
staff and/or inmates. This report will be submifted to the Montana State Prison Warden
and Montana Department of Corrections Director for review. The report will include
statistics and supporting description indicating the level at which grievances are being
resolved. The Warden will review the annual assessment report and determine if any
corrective action is needed. Further dissemination of the annuval assessiment reports will
be subjcct to any individual right ol privacy that outweighs the interests of public
dissemination and any interest aftecting the safcly and sceurity of an institution.

3. Ensure that appropriate revisions are made to this SOP and the inmatc gricvanee system
policy based upon the assessment reports and any changes in laws that affect the
grievance system.

4. Ensure all inmales arc provided with written notice and an oral explanation of the
grievance system as part of the intake/orientation proccess.
5. [nsure that the inmatc gricvance system policy is rcadily available for use by all inmaies,

in all adult securc care facilities, regardless ol their classification, disciplinary, or
administrative stalus.
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B. Each facility Health Administrator will:

L.

Prepare initial formal gricvance responses for medical grievances in consullation with the
health carc provider, as necessary.

2. Ensure that health services statl comply with the specifications of the Inmate Girievance
System when responding to grievances concerning medical issucs.
C. The facility training officer shall ensurc the Offender Grievance System is included in the on-site

staff training curriculun.

0. Each facility Warden/designee will:

1.

Respond to standard grievance uppeals.

2. Provide initial formal gricvance responses for emergency gricvances, policy grievances,
and staff conduct grievances.

F. - Each facility Grievance Coordinator will ensure:

1. All grievance system forms are made available to immates in all custody levels, by
maintaining a supply of all grievance syslem lorms and distributing them to the inmalc
housing units, and as necessary to individual inmates.

2. All grievances and appcals at any level are enlered on a Grievance Coordinator Log that
must be retained for three years.

3. All cfforts pursued to resolve all grievances at the inlormal lTevel are documented.

4. Hach grievance filed is assigned a case numbcer that is consistent on all forms/documents
and appeal applications for that grievancc.

5. The investigation of all grievances is coordinated, and that appropriate responses and
reasons for decisions are provided.

6. All time [ramecs cstablished in the gricvance system policy are tracked and adhered to.

7. A grievance file with all records regarding the filing and disposition ol cach gricvance is
maintained, including Department grievance lorms and any attachments. These records
will be maintained lor three years following (inat disposition of the grievance, sceurcd as
confidential, and will only be released pursuant to law and Decpartment of Corrections
policy.

8. A Monthly Inmate Grievance Statistical Reporr (see attachment A) is prepared and

V1.  CLOSING:

subniitted to the Technical Correclional Services Bureau Chicl (with copies to the
Warden/designee and Contract Placement Burcau Chief) within one week following the
end of the month. A written Jog of inmate gricvances, sorted according to assigned
housing unit, will be submitted along with the statistical report. Monthly Inmate
Grievance Statistical Reporty must be retained (or three years.

Questlions conceming this procedure will be dirccted to the Technical Correctional
Services Burcau Chief.




STATE OF MONTANA DEPARTMENT OF CORRECTIONS _
MONTHLY INMATE GRIEVANCE STATISTICAL REPORT FORM

Msr[] MWP ] CONTRACT FACILITY:
MONTIL: _ - — YEAR: ___
TO: (name). 1 'echnical Correctional Services Burcau Chief
FROM: (name), (facility name), Griecvance Coordinator
DATE: (month) / (day) / (vear)

Grievance Coordinator’s comments:

NUMBER OF INFORMAL RESOLUTIONS FILED: (number)

NUMBER OF GRIEVANCES FILED: (number) inmales submitted (number) total grievances.
Standard: (number)  Cmergency: (humber)  Medicsl: (number)  Policy: fnumber)  Stafl Misconduet: {number

GRIEVANCES DROPPED AT INMATE'S REQUEST: (number)

GRIEVANCES PENDING TINAL DISPOSITION: fnumber)

SOP 3.3.3.001 Admipistration O Innate (Inevance Pmeedure  Allachtnent A (page 1 ot 3)



Grievances Submitted By Inmate Location/Unit:

LOCATION: e | moe | 0o | LOCATION: b | Nov | 0o | LOCATION: Po: | Nov | o
Max ' UnitA MDIU ™
Close Unit TII Unit B Work Domn
Close Unil | Unit € Infirmary
Close Unit [I Unit D Transfers
Other
Grievances Submitted By Department/Unit Grieved: o
LOCATION: Dee | Nov | Gt | LOCATION: Bee | Now b 0o | LOCATION: M | oNov | Oha
A Unit Disciplinary Property
Accounting Food Service Ranch
Administration Cricvance MDIU
B Unit Industres Records
C Unit Infirmary Llabilitative Scrv,
Canteen Tnmates Security
- Classification Investigation Visiting
Close Unit | IPPO Warchouse
Close Unit T1 Mailroom Work Donn
"Close Unit 11} Maintenance Unknown
Contract Placement Max
D Unit Menial Health
Dairy Policy/Procedure
_Grievances Submitted By Type Of Complaint: )
Ty Pwe | Nov | o | TYPL Do | Nav [ Oa d TYPI: Dee | Naov |t
__"C'anteen Livfng Condition o Property
Classification Mail Records
Cducation Meals Recreation
Policy Violation Medical ’ Religious
Grievance Ruling Miscellaneous Staft Actions
Groups Moncy Threats
Ilearing Dccision Non-Stafl’ Actions Uncthical Conduct
T(SSR‘S Non-Receipt Visits
| Laundry Personat Injury Work Program
Legal Policy Other
Library Privileges

K0P 2.3.3.001 Administation OF lemare Grievence Prueedure - Arschmeni A (page 2 o' 3)




GRIEVANCES NOT PROCESSED DUE TO:

| REASON: Dee | v [ 0w | REASON: tee | Nov | U | REASON: bec | Nov | on
. ' N Non grievable
ﬁ\buse of process Incomplete/unclom (classification)
o . . Non grievable (no
Abusive language Not timely jurisdiction)
L, . Non pgricvable
) ate/Multiple [nmale request .
Duplic ultip NMALE reques (disciplinary)
Excecds limit Resolved
. Technical (wrote in
[mproper/no infonnal R
rcmlutinn' TCSpOnEC seelion,
- etc.)
GRIEVANCES GRANTED DUE TO: .
REASON: Dee | Nov | Oet | REASONT Dee | Mow | Ot § REASON: Do | Noe | 0
Stalf error Bvidence/staft ‘ chxtcsicirzi{:lion is
suppons claim_ reasonable/proper B
GRIEVANCES DENIED DUE TO: ]
REASON: Dec | xow | O ] REASON: e | Nov | Oa | REASON: Dew | New | Oa

Current polié}f
practice / procedurc is No stalt error
appropnate

Policy / procedure
was followed

Fvidence do e StafM response is
M oes nat No indifference all Tespunse is
support ¢laim appropralc

Inmate was at fault No ment o claims

Not medically
indicated/necessary

No abuse of authority

APPEALED TO WARDEN/DESIGNEE: (number)
Appeal Granted: (number)

Appeal Denied: (number)

Appeazl Response Pending: (number)

APPEALED TO CORRECTIONS DEPARTMENT: mumber)
Appcal Granted: (number) '

Appeal Denicd: (humber)
Appeal Responsc Pending: (number)

Cu: Warden/designes
Contraet "lacement Bureaw Chicf

S0P 3.3 3,001 Adminisualion of Inmate Grievance Procedure = Attuchimenl A (puge 3 of 3)



