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NON-GRIEVABLE

Some things can not be grieved. This is because
they already have a separate appeal process.
Information about these processes can be found in
the Administrative Ruales and policies, which are
available in the library, Some examples are:

+ Hearing officer and RIB decisions

- Local ControlfAdministrative Control
« Security Classification

. Job Assignment

Some of the other things that can not be grieved are:

+ State Laws

+ Court Matters/Judge's Orders

- Adult Parole Authority Actions or
Decisions

STEP ONE: INFORMAL COMPLAINT

Remember when you have a problem, talk to orkite
staff working in the area. If this does not work, you
can file an informal complaint form. These forms
are available in your unit or from your inspector. If
you have any problem getting this form you should
kite the inspector.

You only have 14 days from when the problem -

happened fo file your informal complaint. The
form is easy to complete--fill in alt the blanks, write

neatly, and be brief, Explain who, what, where, and

when. Use a new form for each problem. After
you complete the form, send the white and capary-
yellow coples, by kite, to the depdrtment or
supervisor in charge of the area of your
complaint. Your unit staff or inspector can tell
you who to send it to. Send the pink copy to the
inspector. The goldenrod copy is yours to keep.

When the staff member receives your complaint,
they will investigate and respond within 7 days.
You should receive their answer on the canary-
yellow copy of the form, If you do not receive an
answer within 7 to 10 days then you should contact
the institutional inspector. If your complaint is not

resolved, you may file a grievance.

Some types of complaints need quick action, such
as if you may be physically harmed, or have
expetienced an unreported use of force. If this
should occur, let a supervisor know and then tell
the inspector If you expetience inappropriate
supervision or retalistion, contact the inspector
directly. The inspector may tell you to file a grievance
instead of starting with an informal complamt.

STEP TWO: GRIEVANCE

A notification of grievance form is needed in order
to file a grievance. You have 14 days from the
date you received the answer fo the informal
complaint to file a grievance usless the inspector
waives the time limit. Only the inspector can give
you & grievange form so you must kite the inspector
and ask for one. If you need help with the form ask
the inspector or your case manager. The fortn is
eagy to complete--fill in all the blanks, write neatly,
and be brief. Explain who, what, where, and when.
Stick to the facts.

After you have completed your grievance form,
attach the canary-yellow copy of the informal
complaint, if it was answered, and send it to the
inspector. The pink copy of the grievance form is
yours to keep,

DISPOSITION OF GRIEVANCE

The ingpector will read your grievance form. The!
inspector will then investigate the grievance. The
inspector may need to talk to you or other people,
lock at rules or other records. Most of the time the
inspector will finish the investigation in 14 days. If
the inspector needs more time then they will let you

. know. When the investigation is complete the

inspector will tell yon what they found on a
disposition of grievance form, The inspector will
send you the canary-yellow copy of the grievance
you filed, the canary-yellow copy of any informal

you sent and the completed disposition of

grievance,
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