


1. Wbco coaduct requires an imnaie be uansfc:m:d from °'"' ir.stitutiwi or facility 1~ dlla1hcc, 

any pemling disciplinary cues should be complcled prior 10 tbc ttansfcr. 

A. If circumstam:cs ue such that lhc transfc:r lllllSI pr04.:CCd prior lo compk1ion c.f the: 
disciplinazy pnx:ess, tho seuling institulion shUI prqiare 1111: Notice of Charges illld the 
m:eiviug institution shall complete the disciplinary process. 

B. The receiving institution will review the inmate's status within three (3) workin11 days of 
=eipt. 

C. Copies of the complcu:d disciplinary will be returned lo die scuding instin11ion. 

2. The Associate Warden (A W)ldeQgaec al Che .&aiding instilwian or facility is responsible foe 
insuring 1bat the pending case: is properly lrlllSfemd within 30 days &om lhc dare of transfer . 

.APPLICABILITY 

I. This replation requiies an operatioual procedure for the Dcpanmcm an.1 all 
inaimtiom/W;iJitia. 

2. The n:gulatioo requires an aonuaJ audit. 

REFERENCES 

ACA Stlllldards, 4111 Edition, and 2008 Supplemenl 
4-4229 4-4246 4-4231 4-4244 4-4228 4-4353 -H2JO 4-4234 
4-4239 4-4236 4-4237 4-424S 4-4238 4-4242 4-4240 4-4248 
+4243 4-4235 4-4233 4-4226 4-4227 4-4281 -4-4477 4-4281 

~/4 106Pt 
Howard Skolnik, Dira:lor 
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• MJSI - Comprnmisina S1aff, Volunteer or Vendor: Conduct that includes, hilt is not 
limiled to, bribexy, extortion, aexuaJ conduct, or any other behavior deslgnm to violate 
the safety and sacurity of an institution mdfor obtain favorable trelllmenl (Class A) 

• MJS2 - Refusal to compll!!I! or participate in a mandatory, structured program. (Class C) 

• MJS3 - Possession, bdroducdon, or sales of my nmotics, drugs, alcoho~ or other 
into:Ucants or possession of matl!rials/items suitable for such IDllllafacture ondlor use. 
(Cius A) 

MJ54 - Use of any 11811'COlics, drufls, alcohol, or other intolticants. (Class B) 

MJS5 - P09session. introduction, or sales of any tobacco product; or possession of 
mortc:rialsl'rtems suitable for such manuf&lure and/or use. (Cius A} 

• MJ56 - Tattooing: tBttooing lllld/or body pietcing oneself or another, or po!!!!eSSion of 
tattooing llJld/ot body piercing equipment (Class C) 

Work Release Violations (All ClllS! CJ 

• \VJ - Failure tu comply with tn.vel arrangements outside !be facility. 

• W2 - Failln to report to the work assignment contact! in the community as specified and 
agreed upon in the release plan. 

• W3 - Failure to remain in the partiadar ma designaled In the release plan. 

• W4 • Opernlion of a motor vehicle, unless such operation is •condition of the job md the 
Dc:puune11t prior authorization was approved. 

• W7 - Failure to retum to the faeility on or bcfon: the time specified in the schedule nfthe 
n:lc~se plan. This includes leaving or hiding from supervision or cU!!Ddy. 

• WR • Failure to RJlOfl an incident that delays !he inmate's return to the facility. 

• W9 • Failure to complete or participate in a strw:turcd program. 

• WIO - Performing work for privm penons that !ft not aulbori=I by the Depmtmenl 

• Wl 1 - Any violation or attempt to violate rules or conditions of the work program 
contract. 

• WI 3 - Po!SeSSion of coin, currency, checlcs, money orders or other ncgotiaMc 
in«rumcnts in exc:e9!1 of the !'TTIOIDlt authorized by ~gulatioo. 

7117.nl 1 .. 1\fATE TRANSFER~ 
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NEV ADA DEPARTMENT OF CORRECTIONS 
. ADMINISTilATIVE REGULATION 

707 

INMATE DISCIPLINARY PROCESS 
(TEMPORARY) 

Supersedes: AR707 (07/1411>8) 
Effective Date: 11123/09 

AUTHORITY: Nits 2.09.246 

RESPONSIBil..ITY:' 

I. An A590Ciall: Warden is responst'ble far 1be management of the inma11: disciplinary process. 
; 

2. All staff 111111 inmates m: responsible to have knowled1!e of and to c:ompl}· with this procedure. 

797.01 DEPAR~ POLICY 

I. All inmata committed [mcludiog safe keepers) to the Department shall be subject lo 
disciplinary action for Violations of rules and n:gulations, 

2. Disciplinary action !should be taken 11S soon after the misconduct as is practicable. 

3. Discipline should~ applied in an impartial and consistmt l!llllner. 

4. Corporal panishme*t or inhummie treatment is prohibited. 

S. Prison disclplinmy !Proc-iinp m: an administn1tive process. uorelated ID and not bound by 
the rules for c:riminaJ ptoc:edure, civil trials, adminiJtralive codes or procedures. 

6. Upon entry, all irlmates lhal1 be iuw:d, and n:quin:d to si1111 for, a copy of the inmate 
disciplinary manual ana AR 707 Jnmm Disciplinary Process. 

A. Signed acknowledgment will be mainlained in the inmall:'s I-file. 

B. Whal al~ or language prnbkm premits an Inmate from umk:rstanding the manua~ 
a staff member or ~ator wiU assist die inlt111le in wldentaoding the rules. 

7. The marwa1 will be available to all inmates. Availability is satisfied if a copy is kept in 
the in!ltitutiollal law ubb.ry or in the living units for those facilities without l'l Jaw library. 

8. All inmates are \issumcd lo have notice of this rrunnml. 

AR 707 Page I of 9 



9. Wilhin the prison di.s.:iplinary proi:ess, an iJumw,has access to lhrcc pFa:dures: 

A. At lust 24 boun prior to any formal hearing before an imp~ Disciplinmy El.caring 
Officer a Notii:e of~ will be served. ' 

8. A qualified opportunity to call willlesscs wilh &uhllantive ~ledge of issues and 
present documenlllry evidence provided that to do so will aot jeopardize iustilutiooal security 
or i:omctional goals. ; 

C. A written statcmcnt by the: Disciplilllll"Y Hearing OfflQll' as to lhC e1'idcnce relied on and 
the reasons foe the disciplinasy findings. 

I 0. Reliance on any published standard, the use of lll8lldatory lan~c, if S11Cb exists, or the 
=ation or procedURS n:lakd to lhe conduct of the disciplinsy pniF-. iDcluding but DOI 
limited to timeframcs, witneues or appeals is solely for the purpose o( providing guidmK:o: for 
employees and shall be considen:d represcnlllive of the llllllMr in wtiich the Department bas 
chosCD to exercise it's dism:lion In such matters. i 

A. The failure of any employee of the Depanmcnt to follow any ~urc shall not result 
ia any mandatory oulcome., e.g., dismissal of charges, but shall be o"6 of many facmrs to be 
considered in excn:ising discretion u lo the oulcome of any YiolatioJI! 

11. Any miplinary case may be continued so !hat the Prdimiaacy i Hearing Officer or the 
Diilcipliaary Hcsiag Ofliccr may obtain guidance ftom du: Attqmey Ococsa1 • s Office 
COQCC:rning any matlcl in the inmalc disciplinary process. : 

A. Inmates do not have any right or privilege to rc:qucst or participale in obtaining guidance 
from the Attorney General's Office:. . 

8. The guidance may be sougbtcicbcr in writin1 or verbally. 

C. Sudt requests for gWdance shall be made only if Ihm is contusion as lo the application 
of 1hc guidelines set forth in dais Code. ' 

I 

D. 1bo Office of tbe Allonl8y Geoeral sball not be a5"cl 1D rmdqr any opinion as to the 
guill or innocence of an in.male facing disciplinary cbarBca. · 

707..1>2 DISCIPLINARY OFFENSES 

NOTE: Deleted or addilioml iafrueiom will aot lead ta die ren-lteriu11 el clarcu. 

1. All offenses )isled below in section 707.02.3 through 6, will abci include an attempt ar 
conspiracy ID commit that violation. 

2. Work Release violations may oaly be cbacaed if 1he inmate bas mitWJ\wn status. 

3. Minor Infractions (All Class E Violations) 
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• MJ33 - Bribery: Giving or offering a bribe to any pc:rson. (Class 8) 

• MJ34 • Tnding, barll:ring, lending or olhCIWisc eoea&ing in any pmon.J .1.u.so...iun; 
wh'2l such lran&aCtion has not been specifically au!horized. (Class C) 

• MnS • Counterfeiting, forging or making an wiauthorizcd reprodw:tion of ... , Jv.:wn•n•. 
(Class8) 

• MJ39- Rwming liom a cometiollal employee when onlered to halt (Clilli ( j 

• MJ40 - PrOpelling sny substance toward any person lhat strikes them or has u • .: p.1<1'Li..a 
lo strike lb.em. (Class A) 

• MJ41 - Gathering arowid, blocldng, or impeding any com:ctiooal emplo)-ec or ,·i>iror, in 
a tbrealallag or intimidaling inanner and cxhibirini conduct, which CBll&Cli Lhc person to 
fear foe bis safety. (Clas& A) 

• MJ42 - Uoautborized cootact, including harasS1Dent, of any on-duty '" llff.<lut)· 
aim=ctioaal employm or other private citizen. (Class A) 

• MJ44 - Failure to submit to a drug and/or alcohol screening. (Class A) 

• MJ46 • The possession or use of a tape recording dtvicc:. (Clm C) 

• MI47 - Escape: The departure or absc:ncc: from cus1ody of a pc:non who is llllfU:iun<il, 

before he is entitled to bis liberty by the process of law. This violation &hall be chargi:d 
in cues of escape liom usigamcnl of medi1DJ1 cuslOdy or ahow, or escapes from any 
eu&tody where weapons, force, violeni:e, the lalcin& of hostages ar injwy to olhen was 
involvad. (Cl.us A) . I 

I 

• MJ48 - Ally violation of the Rules of Court, conl~mpr of court, submission of forged or l 
otherwiso false documcnlS, submissions of false statemmts, violations of Ruks of Civil 
Praccdure, Criminal Pmc:edllre or Appellm ~ uid/or ~iving lillllClioos a.ad/or 
wmiiDp for any such actions fiom any court. Although not nciccssary for clisciplinsry 
purposes. aoy Onler from any court detailing such aClion 5bal1 be sufficiCDI evidem:e fill 
disciplinary purposes. (Class C) 

• MJ41l • Possession of any confidential prison regulation. Any prison rcgulalion, which is 
aot spec:i&all;y cldinallcd as acocssihle lo inmates, ill con&idcrcd mafidaitja(. A prison 
regullllioo . includes, bul lllJI limited lo, Adminimalive Regulations, lnstitulional 
Procedures, Emergency Response ~ons, and Post Orders. {Cim A) 

• MJSO - SCxual Harassment: Conduct tba1 is sexwslly abusive or offensive tu any p.:non 
and that may iriclude, Ind ill not limited lo, sugpstivc laoaua&e dimcled to another, or ai; 

an aside; unwanted or inappropriate touching; exposing one's self; performing a sex ICl 
wilh knowlalgc that it will be observed by another; displaying sexually pro11ocative or 
explicit materials/drawings. (Claas A) 

AR.707 P311e 1of9 



• MJ16 - Murder: The milawful killing of another human being with malice aforethought, 
either cxpmscd or implied, and all ICS!e!' included offenses. (Class A) 

• MJ17 • Receiving Stolen Property: One must receive stolen property, koow it is stolen, 
llld intend to dcpme the owner of it (Cius C) 

• MJ I I - Robbery: A larceny where the taking of the properly must be &om 1bc pcnon of 
lhe victim or in his presence and the talcjng must be by means of violence or intimidation. 
(ClassA) 

• MJI 9 - Sexual Assault Subjecting another pm1011 to any seicual act against tho:ir wm 
and/or underslanding. (Clas' A) 

• MJ2 I - Theft: the taking of properly wilhout the owner's cmstnt. (Class C) 

• MJ22 - Tampering with my locking device. (Cius 8) 

• MJl3 • lntentillll&lly dmroying, altering or damaging 1he property of 11110ther or state 
property with • replacement value equal to or gmitcr than S50. (Class C) 

• MJ24 - Aduheraliou of any food or drink. (Cius A} 

• MJ25 - Threats: issuing a threat. either verbally, by gesture or in a written statement to or 
about any pe!SOD. (Class 8) 

• MJ26 • Possession of contrabllnd, including illmls 1tiat present a threat to safety and 
security of the institutions, excluding drup or drug paraphemalia. (Cius A) 

• MJ27 - Rioting or incitin& others to riot. (Class A) 

• MJ28 - Orgmlzing. encouraging or participating in a worlc stoppage or other disruptive 
demonstralion or practice. (Class 8) 

• MJ'29 • Chmging or collecting a fee or favon for scrvii:es as a co1111Jel-substitute, leial 
a95mant or "writ writer". (Class C) 

• MJlO - Sexually stimulating aclirities, includins but not limited to caressing, kissing or 
fondling, m:epl as authorized by Departmental visitation iegulations. (Class A) 

• MJ3 I - The m11111thorized or inappropriate use of telephone, mai~ computer, state 
equipment, or supplies. {Class A) 

• MJ32 - Being in Ill unauthorized an:a. or hiding on the prison grounds or hiding at a 
pbce ofassi1111ment or da«ifkatlon. (Class B) 
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4. 

• Ml- Purchasing, selling. trading, giving. receiving or possessing any item or property. 
with a YB!~ less than SSO, in a manner other than that which is authorized by 
Administmi~ Regulalion 711. 

• M3 - Possc:soioa ofuaaathorized items with a value less lhan S25.00. 

• M4-~se, boneplay or"gumeling". 

• MS - Failure to keep one's person or a11igncd area 11eal and clean. 

• M6 - Faihm: to perform work as inslnlc!ed or a failun: to attc:nd work, school or other 
assignment. 

• M7 - Unanlhoiized use ofimlitutional supplies, tools, equipmenl or machinery. 

• MIO - Failure to produce inmate identification cud upon request of correctional 
employee. · 

General Vkllltions (All Class D lntt.ctions) 

• GI • Disohedieru:c of 1111 order 1ivm any i:onectional ernploytc OT anyone who has the 
authority to suj,ervise imnatcs ia work or other special assignmenlS. 

• G2 - Unautborimd CODlllct of llDY on- or off-duty c:orm:tianal employee or membeT of the 
coim:ti.onal r.Diployee's family: or any unwanted contact with any private citizen, not 
amounting to hmusmeat or tluuts. 

• 03 - Orpul$g. participating in, operating any gmnbling game or betting pool, or 
possessing m1)'j equipment med for gambling or betting JMPOSCS. 

' • 04 - IllU!ntimWly destroying. altering or damaging pmperty of ant'ther or !'late property 
which bas a rejlacement value less than SS0.00. 

• 05 - Self mutilation. 

• 06 - Fighting di- challenging another to fight. 

• 07 • Issuing a brass slip wilh knowledge that ii is not co~d by sufficient funds. 

• GI ·Possession of another inmate's identification card. 

• 09 - Abusive ~e or mctions tDwanl another pcnon. 

• GIO - Tampering with evidence or influmcing a wltne55 involved in any disc:iplinAry 
process, not iuniiunting to threats. 
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• Gl2 - FailUl·~ to appear al lhe prop;:r time and place for count ~r iruerfering with the 
COllDL . 

• Gll •Cutting into line. 

• G14 - Failure to follow rules and ~gulations. 

• GI 5 - l'Iacm:e in areas identified as off limits to irunates by posicd regulations or signs 
!bat identify area that are .restricted, DOI amountins to 1111 a11emplc4l cacape. 

; 

• Gl8 - Delaying, bindering or iolafering with a corRCliooal employee in lhc pctfonnance 
of his dlllies. · 

• 020 • Preparing. soliciling. or giving false or misleading infonmdion to or about a staff 
axmbel" lllld reprcsenliag the statealellt as fact. · 

~ 

) Cannot be plea-bargained or sanction bargained. 

021 - PollSCS:lion of png materials im:Judine, bul not limited :to, jewelry, stalioruuy, 
emblems and ~hes. 

024 - Poucssion of prescribed medication !hat is not a controllC!if substance without the 
approval of !he proper authority. · 

• 025 - Purcbasina, selling, trading, givin£, receiving or possessing any item of property, 
with a value equal ID or gn:all:r lhan $50.00, in a marmcc other lban Iba! which is 
audiorimi by Administrative Regulation 71 I. 

• 027 Abuse of inmate griovence process. 

&!!E1 

> This violalion may be charged by the ODO. 

> Cannot be plca-barj!llined or sanction barpioed. 

S. Major Violations 

• Ml I - Anon: Setting a 6n: with lhc po1a1tial of causing damagci or injury to person; or 
property. (Class A) . 

• M12 - Assault: uolawfill attempt coupled with prcseut ability lo l:oOllllit a violent injury 
on the person of llllOlhcr. (Class A) 

• MJ3 - Battery: any willfuJ use of fon:c or violence upon the person of lUWthdr. (Class A) 
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• MJ4 Burglary: The entcrin& of a building, SlrW:wre or vehicle with th.: im.: .. , w ,.,m!Jli1 
crim1: !herein. (Class B) 

• MJS - &nbezzlcmeol: The fraudulenl con\-ersion of the property of anolhu by ,,nG v.ho is 
already in lawfill possession of it. (Class B) 

• MJ6 • Escape: The departure or absence from eustody of a person who is iiuprisoned, 
befon: ha is entitled to his liberty by du! process of law. Tlais violalioia shall be ~barged 
in cases of walk-a-ways from assigmnmlS of minimum or commllllity CU51ody where no 
-.im, fon:c or injury to olhc:rs wu involved. (ClllS! 8) 

• MJ7 - Extottion: 1be obtaining of property or money from another by 111Tor.i;ful ,,,c c;f 
actual or lbrcaleDl:d fon;c, violence or fear. (Class A) 

• MJB • False lmprisoommt: The lllllawful violation of the personal liberty of auolh~r, 
....tiich consisla of confincmeDI or dclention without sufficiClll legal aulhority. (Class A) 

• MJ9 • False Preiaises: A false rcpresenlaliou of a material pracnt or past fact, which 
camcs lbe victim ID pass tille to bis property to the Wl'llll&dDcr who knows his 
rqRSClllation to be false and inlcnds lhimby lo lkfraud the victim. (Clasi; B) 

• MJIO • Security Threat Group Activities: A validarcd Security Threat Group =rnb<:r 
who has engaged or is engaging ill aiminal activities, lhrealells the order and security of 
the institution Bild/or promotes racism. (Class A). 

imm. 

> Only an AW or above may charge the inm.111: with this violation. 

> Cannot be plea-bargained or sanction bargained. 

• Mll l - Kidnappiog: The unlawful laking and canying away of a human beir.~ b) l~<~• 
or apnst bis will. (Class A) 

• MJ12 - Larceny: The trespassory laking and c:arrying away of pe15onal properly of 
aootbcr wilh intent to steal it. (Class C) 

• MJl3 - Luceoy by Trick: Oblllining possession of another's property by fal>ch.icJ wilh 
the intent to convert it for his own 1111e. (Class C) 

• MJ14 - Manslaughter: The unlawful killing of aru11her hwnao being wilhout 1naii.:c cicher 
cxpn:sscd or implied. It may be either voluntarily, in the beat of pi<SsiLn, or 
iovolwnarily. (Class A) 

• MJ15 • Mayhem: The infliction of an injury, which disfigua:s, disables, or d1sm~mbas 
anolber. (C.lasa A) 
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INMA1E GRIEVANCE AUDIT QUESTIONS 

1. Are there existing locked brutes throughout the institution that are accessible lO all inmates? 

2. Who has access lO the keys to these boxes? 

3. Is this procedure available to inliiares in ihe institution? 

4. Are the grievances being responded to by the appropriate pany at each level? 

5. Are grievances responded to within the time frame allowed? 

6. Are grievance files maintained separately and in alphabetical order? 

7. Are all threats of abuse, harassment or misconduct referred to the IG's office? 

A. Does the inmate receive a response to this effect? 

8. Are grievance responses addressing the ~'lle of complaint iu a thorough mannec in ordec to 
resolve each grievance at the lowest level? 

9. Is form DOC-3098 being utilized properly when an inmate is not complying wilh the AR? 

10. Are all informal grievances being entered into the OITS? 

11. How are pending grievances being followed up on when an inmate transfers to anothec 
institution? 

12. Is an audit performed at the institution with any frequency to deteIIDine outstanding 
grievances? 

13. Do grievances regarding propeny claims contain all the necessary paperwork? Are legitimate 
claims resolved in a timely !Danner? 

14. Were emergency grievances handled in an expeditious, professional manner? 

15. Are grievance files lllllintained at !he institution according to policy? 
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NEVADADEPARTMENTOFCORRECl'IONS 
ADMINISfRATIVE REGULATION 

740 

INMATE GRIEVANCE PROCEDURE 

Supersedes: AR 740 (fernporary, l ln3/09) 
Effective Dat.e: 02/12110 

AUTHORITY NRS 209.131 NRS 209.246 

~PONSIBILITY 

l. The Director, through the Deputy Directors (DDs), shall be responsible in establishing and 
supervising an inmate grievance process that provides an appropriate and substantial response to an 
inmate's claim, as well as an administrative means for the expression of, and prompt and fair 
resolution of, inmare problems and concerns. 

2. The Associate Warden (AW) shall be responsible in managing the grievance process at each 
institution and any facilitieli under the control of the parent inslitution. The AW may designate an 
Inmate Grievance Coordinator to conduct flmctions required by this regulation. 

3. The Offender Management Adminis!Ill1or (OMA) shall be responsible for supervision of the 
Offender Issue Ttack:ing System (OITS) in the Nevada Offender Tracking Information System 
(NOTIS), the program and the computer system which manages the inmate grievances. 

740.01 ADMINISTRATION OF INMATE GRIEV ANCFS 

I. Each institution/facility shall eslablish locked boxes where all inmates have access to submit 
their grievances directly tn the box. Keys will he issued to the Warden, AW and a designated 
coordinator only. 

A. Lock boxes will be maintained in close/max units in a manner in which the inmate will be 
allowed to have direct access. 1be grievance coonlinator may go cell to cell to pick up 
grievances in close/max units due to security and safety concerns. if necessary. 

B. Emergency grievances will be handed to staff for immediate processing per this regulalion. 

2. Grievances will be treated as legal correspondence and will be gathered daily, Monday through 
Friday, excluding holidays, by the AW or designated Grievance Coordinatnr(s). 

3. Grievance forms will be kept in honsing units and may be accessed through the unit staff, the 
unit casewmlr.er or in the Institutional Law 1...ibmy. Emergency forms may be accessed through any 
employee. 
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4. If an 'emergency grievance' is filed, other staff members may be involved in rereh·ing the 
grievance and delivering the response. 

5. The Grievance Coordinator should record receipts, transmittals, actions, and responses on all 
grievances ID OlTSJNOTIS within three (3) worldng days of receipt. 

A. The coordinator should sign, date and enter the approximate time as noted on DOC 3091, 
3093 and 3004. 

B. Each page of the grievance should be date stamped the day entered into OITS/NOTIS. 

6. Monthly and annual grievance reports generated by OITS/NOTIS will be reviewed by the DDs, 
AWs and Wardens for review and evaluation on a monthly and annual basis. 

740.02 GRIEVANCE RECORDS 

I. Grievance documents shall be scored at the facility/institution where the grievance issue 
occum:d. 

A. Grievance files shall be in separate files for each irunate and maintained in alphabetical 
order by the inmate's last name. 

B. Grievance copies are not to be placed in an inmate's Institutional or Central File, nor shall 
they be available ID employees not involved in the grievance process. 

2. Grievance files shall be maintained at each institution for a minimum of five (5) years following 
final disposition of the grievance. 

3. Employees who are participating in the disposition of a grievance shall have access to records 
essential ID the disposition of the grievance. 

4. No· inmate will have access to grievance records unless ordered by a court, as grievance 
records are considered confidential 

5. Upon completion of each level of the grievance process. the fonn and all relevant attachments 
shall be maimained in the inmate's separate grievance file. Copies shall be given to the inmate. 

740.03 GRJEV ANCE ISSUE.S 

1. Inmates may use the Inmate Grievance Procedure to resolve addressable inmate claims 
including, but not limited to, personal property, property damage. disciplinary appeals, personal 
injuries, and any other ton claim or civil rights claim relating to conditions of institutional life. 

2. All allegalions of inmate abuse by Department staff, employees, agents or independent 
contractors, shall be immediately reported to the AWs, the Warden and the Inspector General's 
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.REFERENCES 

ACA Standanls, 4lh Edition and 2008 Supplement, 
44284, 44344, 44394, 4-4429. 4-4429-J. 4-4494, 4-4282, 44446 

ATfACllMENTS 

DOC Form 3065, Inmate Grievance Audit Questions 

4/.£ 
Howard Skolnik, Director 

1//:1~ 
/Date 7 
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1. An Emergency Grievance (Form DOC-1564) received by any staff member shall be immediately 
delivered to the shift supervisor no illter than is reasonable and necessary to prevent serious injury or 
a breach of security. 

2. The shift supervisor may confer with the on duty medical staff, Warden or Associate Walden 
and, if necessary, the DDs, to determine whethez the grievance constitutes an emergeocy. 

3. The highest-ranking staff member on duty, with the aid of an autbori7.ed DepBnment official, 
shall immediately take any corrective measures necessary to prevent a substantial risk of injury or 
breach of security. 

4. The Department offlCial reoeiving the Emergency Grievance should =POfld to the filing inmate 
no la!cr than is necessary to prevent serious injury or a breach of security. 

5. Jn the event the inmate rcquesas further review of a claim not deemed an emergency, the inmate 
may ftle a grievance appeal commencing at the lilfonnal Level 

6. A copy of the emergency grievance will be forwarded to the Grievance Coordinator far may 
into OITSINOTIS for processing and tracking pwposes. 

740.ll INMATE TRANSFERS 

1. Inmates transferred to anotber institution pending the resolution of a filed grievance shall have 
the grievance completed at the sending institution at all levels. 

A The receiving institution is responsible for Jogging in and tracking the grievance through the 
OITSINOTIS. 

B. All responses and correspondence shall be conducted via first class mail to the Grievance 
Coordinator at the receiving institution. 

2. Timeframes do not apply if the inmate has been transfeaed. Grievances shall be processed as 
soon as praclicable and timefnunes shall be adhered to as clooely as possible 

3. If an inmate expires his senrence or leaves the Department on parole, the grievance will be 
finalized on the cuneot level. No further appeal may occur. 

A. It is the responsibility of the inmate to provide a forwarding address during the release 
process in order to receive a grievance respoDSC. 

APPLICABILITY 

I. This regulation requires an operational procedure for each institution and facility. 

2. This regulation requires an audit using the attached checklist form as a guide. 
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Office, in accordance with investigator guidelines via the NOTIS reporting system. 

3. Ooly inmale claims arising out of, or relatiug to, issues wilhiu the authority and conll'Ol of the 
Department may be submitted for review and resolution. Noo-grievablc issues include: 

A. State and federal court dccisiom. 

B. State, federal and local laws and regulations. 

C. Parole Board actions ~or decisions. 

4. Claims for which the inmate lacks standing will not be accepted, included, but not limited ro: 

A. Filing a grievance on behalf of another inmate unless the inmate is so physically or 
ClllOlionally handicapped as to be incapable of filing a grievance and with the other inmate's 
approval. 

B. The inmate filing the grievanre was not a direct participant in the matter being grieved 

5. 1n the event an inmate's claim is deemed inappropriate for review or not within the inrendcd 
scope of !hi& Regulation, the inmate may appeal that decision only to lhe next procedural level of 
review. 

6. An inmate who is dissatisfied with the :response to a grievance at any level may appeal the 
grievance to the next level, within the substantive and procedUial requirements outlined herein. 

A. Administtattxs or employees of the institution shall automatically allow appeals without 
interference. 

B. An iwnate's election not to sign and dale this form at any level shall cons1itute abondonment 
of the claim. 

7. Except as required fur the initial filing of an Informal Grievance, time limias shall begin to run 
from the date an inmate icceives a response for appeal and the date the Department's respondent 
receives the appeal. 

8. An overdue grievance response at any level is not an automatic finding for the inmate 

A. The response must be completed, even if it is overdue. 

B. The inmare may proceed to the next grievance level except at the Second Level if a 
response is overdue. 

C. The overdue response does not count against the inmate's timdrarne for an appeal if be 
awaits the response before initiating the appeal. 
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9. Inmates who participate In or utilize the Inmate Grievance Procedure shall not be subjected ID 
recaliatioo, i.e. an assertion that an employee took some adverse action against an inmare for filing a 
grievance, except as noted in 740.09. 

A. Retaliation is a grievable issue. 

B. An unfounded claim of retaliation may be handled as an abuse of the grievance procedure. 

C. ·nie action did not reasonably advance a legitimate correctional goal. 

10.. Comprehensive responses are required for inmate grievances. Statements such as "Your 
grievance is denied." are not acceptable. An explanation is necessary. 

740.04 INFORMAL RF.sOLUTION 

I. Inma1es are expected tO resolve grievable issues through discussion with their caseworker prior 
ID initiating the grievance process, except as noted in AR 740.03, number 2, or where resolution is 
not possible, such as disciplinary appeals. 

2. An informal resolution may be accomplishlld in writing or in direct coDSUltnlion with the 
appropriate staff. 

740.0S INFORMALGRIEVANCE 

1. At the Informal Level, an inmate shall file a grievance (Form DOC-3091) after failing to resolve 
lhe matter by other means. 

2. Grievances should be reviewed, investigated and responded to by the inmare's assigned 
Caseworker wilh the aid of other Department staff except for: 

A. Informal grievances addressing property issues should be responded ID by the Property 
Sergeant or equivalent. 

B. High Risk Prisoner (HRP) stalUS. 

a. First Level by the Regional Deputy Director. 

b. Informal grievances that will be responded to by the Warden. 

c. Second level by the Director. 

C. Informal grievances addressing medical/mental healtbldental issues should be responded to 
by the charge nurse in the institution. 

D. If the person who would nonnally respond to a grievance is the subject of the grievance, the 
CCS TIJ/ AW should respond to the Informal Grievance. 
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E. Obscene, profane, and derogatory language. 

f. Contains two or more appropriate issues. 

3. If an inmate files a grievance as listed in (2), the assigned caseworker shall: 

A. R.erurn a copy of the improper grievance ID the inmate and Form OOC-3098, Improper 
Grievance Memorandum, noting the specific violaiioo. 

B. Obtain the inmele's signatnre on the form and sign as a wimess. 

C. Give the original ID the inmate.. 

D. R.erurn a copy ro the Grievance Coordinator for inclusion in the inmate's grievance file. 

E. If ihe inmate grievance alleges a threat to the safety and/or security of the institution, the 
grievance will be e:nlered regardless of the content. 

4. The inmate shall not be given additional time to re-submit the grievance in the proper form. 

A. The inmate's failure to re-submit the grievance in the proper form and· within the 
prescribed time frame shall constitute abandonment 

B. If the timcframe bas been exhausted prior to the inmate receiving form OCX::- 3098, the 
inmate has five (5) days from the date it was received to re-submit 

5. An inmate who satisfies the criteria contained in 740.09 section 2 above should: 

A. Be brought to the attention of the Grievance Coordinator as soon as possible. 

B. The Grievance Coordioator shoold review all docwncntation supporting the alleged abuse to 
detennine if abw;e has occurred and forward a written recommendation to the Wan!en. 

C. 1be Warden should review and, if warranted. forward to the DDs with a 
recommendation !hat a Notice of Charges be issued. 

D. Only the DDs can write a Notice of Oiarges on the inmate if they detemrine an abuse of the 
grievance process. 

E. The DDs will forwanl the Notice of Charges to the Warden for processing through the 
inmate disciplinary process. 

F. A conduct violation of chis nature is not a form of retaliation. 

740.10 EMERGENCY GRIEVANCE PROCEDURE 
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D. Appropriate measures to revise, clarify and implement written Departmental and 
institutional rules or procedures necessary to prevent further violations. 

E. Appropriate measures to provide a disabled or physically impaired inmate with reasonable 
accommodation or reasonable modification. 

F. Appropriate mooecary reimbuniemem for property loss, damage, pernlllai injury, tort, or 
civil tights clai~ arising out of an act or omission of the Depanmen1 of c.orrections or any of 
its agenll>. fomier officers, employees or COOirac!CIS. 

3. When deemed appropriate by the staff penou rendering a decision on a grievance, a proposed 
monetary remedy may be submitted to the Deputy Dilcctor of Support Services v.no may award 
monetaiy dBJllagcs at any level of the Imnate Grievaooc. Once approved: 

A. A Fonn DOC-3096, Administrative Claim Release Agreement, will be completed and 
submitted by the inmate on all monetary claims, except for personal property damage or loss. 

B. A Form DOC-3027, Property Claim Release Agn:ement, will be completed and submitted 
by tbr. inmate on all monetary dairns fnr personal propo:'.rty damage or lms. 

C. When property claims are settled informally at an instimtion, DOC 7!Y27 Property Rdease 
Agreement will be completed. 

4. Compensation for loss of personal propeny, property damage. personal injury or any other claim 
arising out of a tort shall not exceed five hundred ($500.00). 

740.0!> ABUSE OF THE INMATE GRIEVANCE PROCEDURE 

1. Inmates are encouraged to nsc the Grievance Proccdum to resolve all addressable claims, 
however, they are prohibited from abusing the system by knowiDgly, willfully or maliciously filing 
frivolous or vcxatlous grievances, which are considered to be an abuse of the Inmate Grievance 
Procedure. 

2. II is considered abuse of the inmate grievance procedme when an inmate file;; a grievance that 
contains, but is not limited to: 

A. A threat of serious bodily injmy to a specific individoal. 

B. Specific claims or incidents previously filed by tbe same inmare. 

C. More than fuur (4) unfounded, frivolous or vexatious grievances per mond!, if the cum:nt 
grievance is not substantial. 

D. Filing 2 or more emergency grievances per month which are deemed not to be e=gcncies. 
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3. The response to the grievance should be substantial, refereru:ing all policies, procr.dures, 
rationale. and/or cin::umstances in finding for or against the imIWe. 

4. The inmale shall file an infonnal grievance within the time frames noo:d below: 

A. Wilhin six (6) months if the issue in\"olves personal property damage or loss, pei-sonal 
injury, medical claims or any other tort claims, including civil rights claims. 

B. Within ien (10) days if the issue involves any Olher issues wichin the authority and C01Jlrol of 
the Department inclllding. but not limited to, classiflCll!ioo, disciplinary, mail and 
correspoodence, religious items, and food. 

C. When a grievance cannot be tiled because of cin:umstances beyond the inmate's control, the 
time will begin to strut from the dare in which such circumstances cease to exist 

5. An inmate should use Form DOC-3097, Gtievant Statement Continuation Form, if unable to 
present the details of their claim in the space available on the above forms. 

A. All docwnairarion and faclllal allegations available to the inmate must be submitted at this 
level widt the grievance. 

6. All grievances submitted should also ioclode 1he remedy sought by the inmate to resolve this 
claim. 

A. Failure tD submit a remedy will be considered an improper grievance and reaimed tD the 
inmate using Fonn DOC-3098, Improper Grievance Memorandum. 

7. If the inmate's remedy to their grievance includes monetary restitution or damages, then the 
inmate will get the following forms from unit staff, unit caseworkec, or law libraries: 

A. Form DOC-3026, Inmate Property Claim, which shall be completed and submitted in 
addition to the grievance for all property loss or damage claims. 

B. Fonn DOC-3095, Administrative Claim Fonn, which shall be compleled and submitted in 
addition to the grievance for all penonal injury, lurt, or civil rights claims. 

8. Failure by the inmate to submit a proper Informal Grievance form to die Grievance Coordinawr 
or designated employee in their absence. within the time frame nomd in 740.05, number 4, shall 
cooslitute abandoomcnt of tbe inmate's grievance at this, and all sub&cqueol lcvels. 

A. Wbcn overdue grievances are received, they will be logged into the OITS/NOTIS. 

B. The grievance response Form DOC-3008 will note that the inmate exceeded the timef.rame 
and no action will be taken. 
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9. If the issue raised is uot gri.eveable, the Grievance Coordinator will return the gri.evaucc to the 
inmate with Fonn 3098 noting the reason. 

10. When an issue goes directly to the Warden (first level) fQr a decision such as disciplinacy 
appeals, visiting denials or mail ccnsonbip, the inmate shall file an Informal Grievllnce form for 
traclcing purposes. 

11. Grievances alleging staff misronduct will be reviewed by the Warden and if deemed 
appropriale will be forwarded to the Office of the Inspector General through the OITS/NOTIS. 

A. The Informal Response will reflect this action being initiated. 

B. An inmate IIlllst complete all three stq>s of the grievance process eveo if his claim is being 
investigated. 

12. The time limit for a response to the informal grievance is fony-five (45) days from the date the 
grievance is received by the grievance coordinator oo the dale returned to the inmate. 

A. The inmate must file an appeal within five (5) days of receipt of the response to proceed to 
lhe next grievance ~el. 

B. Transmission of the gricvaooc to another institution may result in exceeding this timeframe. 

740Jl6 FIRST LEVEL GRIEVANCE 

1. A First Level Grievance (Fonn DOC-3093) should be revieWe.li, investigated and responded to 
by the Warden at the institulion where the incident being grieved occurred, eveo if the Warden is 
the subject of the grievance. 

A. The Wanlen may utilize any staff in the development of a grievance response. 

B. First Level medical/mental health/dental issues should be responded to by the highest level 
of Nursing Administration at the instillli:ion (OONs I or II). 

C. First Level property issues should be responded to by the Associale Walden of Opcraticns 
and reviewed by the Warden. 

2. At this level the inmale shall provide a signed, swam declaration of facts that form the basis for a 
claim that the infomial response is incorrect This should include a list of persons, if any, who have 
relevant knowledge or information supponing the claim. Any additional relevant documentation 
should be altached at this level. 

3. A Fu:st Level Grievance that docs not comply with procedural guidelines shall be returned to the 
inmate, unprocessed, with instruetions using Form DOC-3098. if applicable, for proper filing via the 
caseworlrec. 
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4. The time limit for a response to the iwnate for the First Level grievance is fony-fi ve (45) clays 
from the date the grievance is received by the grievance coordinaror to the dale returned to inmate. 

A. The inmate must file au appeal within five (5) days of receipt of the respoose to f"ocec:.d to 
the next grievance lcvd. 

B. Transmission of the grievance to anothea" institution may result in exceeding this timeframc. 

740.07 SECOND LEVEL GRIEVANCE 

1. A Second Level Grievance (Form IX>C- 3094) should be reviewed and responded to by the: 

A.. DDs for security, program, religious operations, and eovironme:ntal issues. 

B. The Deputy Director of Suppon Services for fiscal and telephone issues. 

C. The OMA for classification and timekeeping issues. 

D. The Medical Director for medical/mcoW bealtb/dental iSSUe$ including medical co-pays or 
cbarges. 

2. The Grievance Coordinate£ shall forward copies of all reJaled documentS and the appeal to the 
DDs for review and distributlan to other Appointing Authorities and Dhision Heads. 

3. The time limit for a response to the inmate for the Second Level grievance is sixty {60) days, not 
including transmittal time, from the date the grievance is received by the grievance coordinalor to 
the dale it is te!umed to inmate. 

4. Administiators shall respond to the Second level Grievance, specifying the decision and the 
reasons for the decision, and return it to the Grievance Coordinator. 

740.08 REMEDIES TO GRIEVANCES 

1. Grie~ance remedies should be detemlined with the goal of appropriately resolving legitimate 
clallm el the lowest level of rc~icw possible, coosidering each imti1Ulion's partirular opetlllional, 
security and safety conceros. 

2. Remedies available for grievances may include, but are not limited to, the following: 

A. Appropriate meas= to resolve unsafe or unsanitary conditions of ooofinemcnt 

B. Appropriate measures to address the violation of an inmate's constitutional, civil or statutory 
rights. 

C. Approprillle measures to protect inmates from criminal or prohibited acts commiited by 
Departmental employees and staff or o!ber inmate.s. 
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