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I. POLICY:
It is the policy of the Georgia Department of Corrections to
maintain a grievance process available .o all offenders, which
provides an open and meaningful forum for theixr complaints,
the resolution of these complaints, ard is subject to cleaxr
guidelines.
II. APPLICABILITY:
All inmates committed to the Departmint of Corrections in
state facilities, private prisons, county prisons, and
transitional centers. This policy ipecifically excludes
detainees housed at state prisons.
ITI. RELATED DIRECTIVES:
A GDC Rules: 125-2-4-.23
B. GDC SOP's: IIC04-0010; ITE06-0001; VH03-0003
C. ACA Standard 3-4271
IV. DEFINITIONS:

A. Calendar Week: A calendar week bec:ns at 12:00AM Sunday
and ends at 11:59PM the following S:turday.

B. Emergency Grievance: An unexpectad situation invelving
the health, safety or welfare of ar inmate that- requires
prompt action.

ATTACHMENTS :
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Attachment 1 - Inmate Grievance Form (Facsimile) (GCI Form PI-
2001)
Attachment 2 - Counselor’s Report Foxi
Attachment 3 - Witness Statement Form
Attachment 4 - Grievance Appeal Form
Attachment 5 - County CI Inmate Grievance Log
Attachment 6 - County CI Grievance Act ivity Report
Attachment 7 - Informal Grievance Form
Attachment 8 - Codes for Rejected Grierances
Attachment 9 - Grievance Processing Ma iual
Attachment 10 - Informal Grievance Mem:.
PROCEDURE :
A. ‘General Grievance Information:
1. Upon entering the Departmeirt of Corrections, each
offender shall receive an u«ral explanation of the
grievance procedure. The inm:ite shall alsoc receive a
copy of the Orientation Handbwook for Offenders which
includes instructions abou: the procedure. The
inmate’s receipt of an or:l explanation of the
grievance procedure and Orie-tation Handbook will be
noted in the inmate’ s institutional file.
Additionally, inmates may .ccess a copy of this
policy in its entirety at -he facility or center
library.
2. Department employees at all :state facilities, county

facilities, private prisons znd transitional centers
will be required to attend training and read the
grievance procedure. This will be documented by the
training officer annually. Enployees may access this
procedure in the institution / center administrative
office.
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Inmates who need special ass:.stance filling out the
grievance form (i.e. languag: barrier, illiteracy,.
physical or mental handicap) will be given special
assistance as needed by the institutional staff upon
reguest.

Non - grievable Issues:

a. Matters over which th:» Department has no
control, parcle decisiora, sentences, and any
matters established by tl 2 laws of the state.

b. Disciplinary action caniwot be grieved using
this procedure. The disciplinary appeal
procedure is located in G JC SOP IIB02-0001

c. Transfers of inmates ketw:en institutions.

d. Routine housing assigment changes, unless

there is an alleged thr:at to the health or
safety of the inmate.

e. Involuntary assignments to administrative
segregation cannot be grieved using this
procedure. The procedure to appeal such

assignment is located ir GDC 80P IIB09-0001,
"Administrxative Segregatircm.®

f. Co-pay éharges agsessed for health care cannot
be grieved using this pruceduxe. The procedure
to appeal such charges iz located in GDC SOP
VH03-0003, “Inmate/ Probati.oner Health Concerns
or Complaints.”

g. g. Notwithstanding the above, any grievance
alleging retaliation, miz:onduct or harasament
is grievable regardless of the form.

Grievable Issues: Any conditici, policy, procedure,
action or lack thereof that a:’fects inmates and is
in the control of the Department of Corrections,
other than those listed above, may be grieved. The
computation of sentences is specifically included in
issues that may be grieved.
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6. 6. Range of Remedies: All reasonable and effective

resolutions which may inclide corrective action by
the Warden/Superintendent i1p to statewide policy
changes by the Director of the Corrections Division.
Monetary awards are not allcwed.

7. 7. No inmate shall be denied access to this
procedure.
8. Inmates are not prohibitel from  assiating other

inmates from filling out an- forms attached to this
SOP. However, one inmate may not file a grievance on
behalf of another inmate. :

9. Grievances must be filled ut using blue or black
ink.

10. When an inmate attempts to grieve an item that is
not grievable according to this policy, is out of
time, includes threats, prof:nity, insults or racial
slurs that are not a part of the inmate’s complaint,
or otherwise does not comply with the requirxements
of this procedure, it will ose rejected, noting the
specific reason for this aciion. (See Attachment 8
for a list).

11. Where the Warden / Superinteident’s response time is
exceeded, the inmate may app:al his grievance to the
Commissioner’s Office, unle:xs a one time ten day

extension has been authori:ed and the inmate ia
notified af _such extensjaon b the Crievapnee———

Coordinator.
12. Limit on Number of Grievancszs Filed:

a. Each inmate is permitted to file one informal
grievance each calendar week.

b. Each inmate is limiter to two pending non-
emergency drievances at the institutional
level. An inmate ma- dismiss a pending

grievance (s) to allow :tl2 resolution of another
grievance. A grievance vhich is deemed by the
inmate to be an emergency will be reviewed by
the Grievance Coordinatrr to determine whether
it gqualifies as an emer:ency grievance. If the
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inmate hag an emergency grievance it does not
count towards the two gxievance limit.

13. Retaliation against an inmate for filing an informal
grievance or formal gr.evance is strictly
prohibited., The prohibited re:aliation includes, but
is not limited to, disciplinz:ry action against the
inmate for filing a grievance

B. Informal Complaint Procedure: The: Department encourages
that inmate complaints be resclvel on an informal basis
without the filing of a formal ¢rievance. The informal
grievance process is not intendec to circumvent routine
administrxative processes (i.e. clo hing request).

1. An inmate with a complaint t:at cannot be resclved
through discussgion with the staff involved shall
first attempt to resolve I|he complaint with a
written informal grievance Lzfore filing a formal
grievance.

2. The complaint and requested -elief shall be stated
in writing in the space prcvided on the informal
Grievance Form. (Attachment '}. It shall be signed

by the inmate and addressed t» the Deputy Warden of
Care and Treatment. .

3. The complaint on the Inforxmal Grievance Form must be
a single issue/ incident an< the entire complaint
must fit on the Informal Gr:evance Form. Informal
Grievances with additional pages will be rejected.
{See Attachment 8).

4. The Informal Grievance Form :hall be available in
the control rooms of zall living units. Inmates in
isolation and segregation arzas will be provided
Informal Grievance Forms -~ ups»n reguest by staff
agssigned to those areas.

5. The Informal Grievance Form mst be filed no later
than 10 calendar days from :'he date the offendex
knew, or should have known, of the facts giving rise
to the grievance.
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10.

11.

12.

The inmate shall receive a receipt from the
Counselor when he turns in his Informal Grievance

Form. (See Attachment 39).

The Deputy Warden of Care and Treatment will forward
a copy of the informal grievance to the area
supervigor with directives.

The area supervisor will follow the directive of the
Deputy Warden of Care and Treatment, and respond
accordingly within 5 calencar days per attachment
#10 of this procedure.

The Counselor shall meet wilih the inmate to discuss
the complaint set forth in t..e Informal Grievance.

The Counselor shall take :11 necesgsary steps ¢to
facilitate a reasonable so'ution to the Informal

Grievance.

The steps taken and the reas mable solution reached,
if any shall be documented 3xs the written response
to the Informal Grievance.

The inmate shall receive & written response within
10 calendar days of recnipt of the informal
grievance by the inmate’s covnselor.

13.

The inmate must complete :he informal grievance
procedure before being issuei a formal grievance by
his/ her counselor.

C. Formal Grievance Procedure:

1.

After completing the Inforral Grievance Procedure
the inmate may decide that e wishes to ‘pursue his
complaint through the forxrmal grievance procedure. At
the completion of his Inform:l Grievance, the inmate
may request from his/ her counselor a Formal
Grievance Form (See Attachm:nt 1), which shall be
provided at the time of the r:quest.

The inmate must £ill outk and sign his Formal
Grievance Form and return ir ko his counselor within
5 business days of the irqlate’s receipt of the
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10.

written resolution of his I-formal Grievance. The
Grievance Coordinator may waise this time limit for
good cause.

The inmate’s counselor shall attach a copy of the
completed Informal Grievance form to the inmate’'s
Formal Grievance. If no Infomal CGrievance exists,
the Formal Grievance will be rzjected.

Only one issue may be «ddressed per Formal
Grievance. Any grievance which attempts to address
more than one issue or which 2ddresses an issue not
identified on the Informal Grievance will be
rejected. (See Attachment §&).

Only one additional page will be attached by the
inmate to the TFormal Grla2vance Form. Formal
Grievances with additional pzyes will be rejected.
(See Attachment 8).

Upon receipt of the Formal G:ievance Form from the
inmate, the Counselor will complete the receipt
portion of the form and retur: the top copy of the
receipt to the inmate. '

The Counselor will then meet with the inmate and
thoroughly investigate the complaint, including
interviewing witnesses and :aking statements as
necessary.

The Counselor will write a complete Treport,
attaching all relevant documsr ktation, and submit it
to the Grievance Coordinatcr. The report will

summarize the facts of the complaint, the
counselor’s findings and recommendation for
resolution.

The Grievance Coordinator then reviews the
counselor’s report and indicates his concurrence or
disagreement. The Grievance 'ocordinator will then
submit a recommended respo-sSe to the Warden/
Superintendent.

The Warden/ Superintendent <: his designee will
review the grievance and make his official response
to the inmate. The Warden, Superintendent may
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11.

12.

13,

14.

15.

request further

investigition

either at the

institutional level or by tk: Internal Investigation

Division.

The Warden/ Superintendent’s
the inmate in writing, stat
particular decision.

The Grievance Coordinator wi.
of the original grievar
statements,
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any documents submitted by
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will sign and date the Griewv.aunce Form,

receipt.

Upon the retuxrn of these doc
be advised of his or her f
rights.
Superintendents Response, a
shall be provided to him. (S¢

Steps 1 -12 shall be compls
days from the date the Forr
with the counselor.

All formal grievances may b2

D. Appeal of Formal Grievance

1.

After completing the Formal

inmate may decide that he
Warden/ Superintendents res
Appeal Form shall be availak
of all 1living units. Inr
segregation areas will be prc
reguest by staff assigned to

The inmate has 5 business
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-0 the inmate along with
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acknowledging
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to appeal the Warden/
Grievance Appeal Form
e Attachment 8).

ted within 30 calendar
-al Grievance was filed

appealed.

Procedure the

wishes to appeal the
ronse. The Grievance
e in the control! rooms
ates in isolation and
vided Appeal Forms upon
~hoge areas.

Srievance

days from the date he
atendent’s response to
le an appeal to this
peal is not timely, it

the Office of the
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Commissioner for appeal. This time limit may be
waived by the Grievance Coordinator for good cause.

The inmate must £ill out =z d sign the Grievance
Appeal Form and turxn it in to his counselor. The
counselor shall ‘attach both the completed Formal
Grievance Form and the Inforxrnal Grievance Form to
the Grievance Appeal Form. rChe inmate must also
attach any supporting documeatation. If no completed
Informal Grievance PForm or Pormal Grievance Foxm
exists the appeal will be reiected without review,
unless the grievance is appeal2d pursuant to section
VI.A.ll. of this SOP.

The second page of the Formal 3rievance Form will be

retained by the inmate for his records. The
counselor shall sign and date :his paper to indicate
that the inmate’s appeal was received. This will

serve as a receipt for the irmaite’s appeal.

The Commissioner’s Office or l.is designee will have
90 calendar days after receip: of the grievance to
respond.

The Commissioner’'s Office rerponse is returned to
the Grievance Coordinator who will give the inmate
the original page of his g¢riesvance. A copy of this
information will be kept in t e grievance file. All
attachments, statements and 1=lated documents will
be retained in the Central Off . ce file.

Emergency Grievances Procedure:

1.

Emergency grievanceg shall be immediately referred
to the Crievance Ceoordinator (or Duty Officer if
after hours). The Grievanc:» Coordinator/ Duty
Officer determines if the grievance fits the
definition of Emergency Gr:azvance. If so, the
Grievance Coordinatox/ Duty Of 'icer will immediately
take whatever action necestary to protect the
health, safety, or welfare »f the inmate. This
information will be documented and the inmate shall
receive a written responze to his emergency
grievance within 5 calendar da's.
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2. If the grievance 1is not determined to be an

emergency, it will be returra2d to the inmate to file
as an Informal Grievance.

The inmate may grieve the determination that his

3.
grievance is not an emergenc by filing a grievance.
This grievance will be hanitled through the normal
process set forth in this S0O.

F. Administration and Racord k zeping for Grievance

Procedure:

1. Confidentiality of Grievance :

a. All grievances and related documents kept at
the institution will be: kept in the office of
the Grievance Coordinz:or in a locked file.
Grievances kept in the Central Office shall be
kept in a separate file.

b. Grievances are not to lhe placed in the inmate
file.

c. Grievances are made av:ilable to staff members
involved only to the extent necessary for
processing the grievanze¢ oxr for an aundit.

d. Copies of grievances will not be provided to
staff members named in the grievance.

2. Grievance Coordinator: the W.rden/ Superintendent of
each facility/ center shal. appoint a Grievance
Cooxrdinator. An Alternate .Grievance Coordinator
should be named to serve as a back up to the
Grievance Coordinator. A lig! of statewide Grievance
Coordinators will be mainta:ned by the Corrections
Division Office and a cop' will be provided to
Inmate Affairs and Appeals.

3.

Grievance Coordinator Duties:

a. Ensure compliance with tie Grievance SOP;

b. Maintain the Inmate Gric¢vance Management System
Database;
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c. Retain all records and Jjocumentation relevant

to grievances as providec by this policy;

d. Coordinate the timel:- investigation of
grievances.

Within 2 business days the counselor will report to
the Grievance Cooxdinator the information necessary
to initiate the grievance in the Inmate Grievance
Management Syatem in oxder :o assign a grievance
numbex .

Where a grievance is filef 1in reference to a
different facility, the thrxee digit prefix for the
named facility will be enterec into IMGS in oxder to
initiate the grievance and assign the grievance
number. A copy of the grievan:e will be retained by
the Grievance Coordinateor at the inmate’s current
facility, the original grievaice will be forwarded
to the Grievance Coordinator it the named facility
for processing.

County facilities that do not 2ave on-line access to
IGMS must maintain a manual Jlci. (See Attachment 5).
Grievances at the county oc¢rrectional facilities
will be reported to the Correuctions Division using
the County CI Grievance Activily Report.

G. Evaluation of the Grievance Procedura:

1.

The Department will conduct ar. ammual evaluation of
the grievance procedure. This evaluation will take
in account all comments and suggestions made by
inmates and staff regarding th: procedure.

The processing of grievances w .11l be audited no less
than once per twelve month:: by the COffice of
Professional Standards.

Statistical data regarding th: number and type of
grievances filed will be mmn semi-annually and
presented to the Commissicn:r, Director of the
Corrections Division and the (z2neral Counsel of the
Department.
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VII.

RETENTION SCHEDULE:

Attachment 1 - Inmate Grievance FPorm: ..ttachment 1 of this 80P
will be retained in the Grievance Coor.linator’s file for three
years after the final disposition of the grievance and then

destroyed.

Attachment 2 - Counselor’s Report For1: Attachment 2 of this
SOP will be retained in the Grievance Coordinator’s file for
three years after the final dispositim of the grievance and

then destroyed.

Attachment 3 - Witness Statement Forr.: Attachment 3 of this
SOP will be retained in the Grievance Coordinator’s file for
three years aftexr the final dispositinn of the grievance and
then destroyed.

Attachment 4 - Grievance Appeal Form: .ittachment 4 of this SOF
will be retained in the Grievance Cocr:iinator’s file for three
years after the final disposition of the grievance and then
destroyed.

Attachment 5 - County CI Inmate Grievaice Log: Attachment 5 of
this SOP will be retained in the Grieance Coordinator’s file
for three years after the final dispcasition of the grievance
and then destroyed.

Attachment 6 - County CI Grievance Act:vity Report: Attachment
6 of this SOP will be retained in the Grievance Coordinator’s
file for three years after the firal dispcsition of the
grievance and then destroyed.




