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1.0 PURPOSE

To establish standard procedures for governin
which will achieve the following abjectives:

A

4

S

¢ an inmate grievance system

Reduce inmate frustration and the need to resort te unacceptabdle
behavior by providing an effective and credible mechanism for
tnmates to voice a grievance and receive a prompt, meaningful

response from adminjstratian.

Improve jnstitutional menagement, control, and conditions by
establishing a mechanism which will identify institutional prob)ems
and afford a means for corrective action. .-

Reduce inmate litigation by establishing a system which wil)
encourage its full utilization to resolve valid and justified
grievances before resorting to the Courts.

Promote a mors credible and effective inmate grievance system and
improve staff/inmate relationships and communication by astablishing
8 mechanism which i1l promote inmate involvement and commitment to

the grievance process,

2.0 REFERENCES AND OEFINITIONS

.1

.2

References

a. The Civil Rights of Institutionalized Persons Act, 42 U.S.C.

S58c. 1997.
§40.3.1.

Standards for Inmata Grievance Procedure 28CFR

b. ODepartmental Policy and Procedures Manual, 493.12.02, Inmate

Access to Courts, Legal Services, and Lagal Materials:
493.12.04, Access to Ombudsman.
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a. - Person designated to track,
process, and assign Complaints/Grievancaes to the designated

person for response/resolution.

of-Fute-Safedy,
plaints.
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b, Complaint - A complaint is a specific allegation of wrongdoing,
allegedly to have occurred within a facility against another
person or persons.

c. Grievance - A grievance is an injustice or unfajr treatment an
inmate/ward believes has been inflicted as a result of
inconsistent, coarcive, or disc1?linary appticatian of a policy
g;mrgl:‘by corractional personrael or the Adjustment or Program

mittee. ‘

d. Appeal - An appeal is a process whereby an inmata initiates
further action within limits defined herein if dissatisfiad
with the disposition of the complaint/grievance, disciplinary
action, or classification action. ,

. e, Hearinmg - A hearing 15 a scheduled meeting wherein information,

relevant evidence, or witnesses' testimony may be presentad to --
assist 1n the adjudication of & complaint/grievance, :
disciplinary action appeal, or classification action appseal.

f. Inmate - Any person confined within an institution of the
department who i{s either senténced, pre-sentenced, or pre-trial.

g. Informal Discussion/Resoiution - Action taken or discussion
held to solve a problem or relteve a situation without formal
pracess, to reach a result acceptable to all parties.

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

j. Institutional Policy or Practice - Any policy or practice which
has general applitability to the inmate population.

3.0 ROLICY

N

Every inmate under the jurisdietion of the Hawal! Correctional
System shall he provided an opportunity to submit written grievances
to a designated official. A prompt resolution of an inmate
grisvance, supported by well constdered reasong, s essential in
order to ensure the rights of the inmate and to ease any sense of
frustration and 1ll-treatment.

A1l inmates shall be entitled to §nvoke the grievance procedure
regardlass of any disciplinary, classification, or other
administrative or legislative decision to which the inmate may be
subject. Grievance procedures shall also be accessible to those
inmates who are impatred or handicapped. '
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Inmates shall not be punished, disciplined, or denied any privilegas
when they invoke the grievance or appeal progess. :

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

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

4.0 ADMINISTRATION OF SYSTEM

o

Each facility Inmate Grisvance Specialist shall be assigned by the
Depariment Inmate Grievance Offfcer. The responsibility of the
position shall be, but 1s not limited to, the following:

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

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

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

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

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

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

5) Ensure that all grievances and appeals are peing responded
to within the specified time limits,

6) Periodlcally evaluate and report on the performance of the
facility grigvance system, and provide documented
specifics. '

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

9) Submit monthly report to Department Inmate Grievance
Officer.
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This position receives general and technical superviston from the
Department Inmate Grievance Officer, it receives direction from the
Facility Admintstrator on matters relating to security, facility
operations, and policies and procedures. :

The Department Inmate Grisvance Officer shall be rasponsible for:

a, Monitoring all facilitiss for compliance with departmental
griavance procedures.

b. Ensure that all grievances and appeals are being respOndéd to
within the specified time limits.

¢. Annually develop an evaluation report concerning the
nerformance of the grievance system at all facilities.

¢, Training of staff in all matters relating to the grievance

procedure.

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

T EF_PART A

inmates and employeas are proyided a role in the operation of the
grievance system at each institutfen. Each facility shall be given
the fiexibility to choose from two (2) systems of participation.
The Inmats Grievance Specialist 1s required to solicit opinfons from
jnmates and staff on grievances challenging general policy and
practices. If a grievance challenges an institution policy or
practice and the inmate ebjects to the participation of other
inmates and tnstitutional staff \n the resolution of the grievance,
the inmate may indicate such obiections on_the grievance form.
Inmates are not allowed to part :1Eate in the resolution of any
other fnmates 'grievance over the ohjection of the grievant. One or
both of the fo louing systems may be used after it has been
determined that inmate and staff participation shall be solicited.

Option 1

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

Inmate Grievance Specialist shall compile the results and based
upen his/her judgement, recommend one (1) of the following:
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1) no changs to the existing policy;
2) delete the policy or practice;
'3} change or modify.the policy or practice.

This recommendation may be challenged on appeal by the grievant.

Option 2 _

b. A synopsis of the grievance, without the name of the inmate,
shail be posted in. each housing unit and other prominent places
that are accessible to inmates and staff, Using
Complaint/Grievance Form No. 8250, the Inmate Grievance
Specialist shall randomly setect three (3) inmates and three
(3) staff to solicit their opinions. The Inmate Grievance

Specialist shall compiie the results, and based upon his/her .-,
judgment, shall make one of the following racommendations:

1Y . no change to existing policy or practice;

2) delete the policy or practice;

3)  cthange or modify the policy or practice.

This recommendation may be challenged on appeal by the grievant.

¢. In all instances, the function of inmate and staff
participation in the resolution of griavances shall be to help
solve problems - not to judge guiti.

d. 1nmate and staff participation may take place at any level iIn
the grievance process but at minimum must take ?}ace at the
first level, Before a final decisfien in resolving a grievance
is reached at any leval, the advice of staff and inmates shall
be considered. The final decision shall sti11 rest with the

designated staff reviewer, :
NMA JGRIEVAN

a. The Inmate Grievance Specialist shall keep a computer log of
Inmate Complaint/Grievances and submit a copy of the completed
tog to the State Inmate Grievance Offtcer and to the Facility
Administrator upon request.
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b. Al grievance records shall be matntained, at the facility
whare the inmate 1s housed, for a minimum of three (3) years
after the final response {s 1ssued to the grigvant. If an
{nmate 1s transferred their grievance records will be forwarded
to the Inmate Griavance Speclalist at the receiving facility.
At 2 minimum, the records for sach grievant shall contain:

'13  {initial Grievance and Response (DOC 8215);
2) Appeals and Dispositions (DOC 6215);

3). finvestigation reports; and

4) inmate and staff advisory reports.

t. The State Inmate Grievance Officer shall submit monthly running
1oy of complaints/grievances as well as 2 statistical breakdown--.
of all filed complaints/grievances to the Department of Pubiic
safety Administration.

d. The computer log statistics shall be used to identify potential
P problem areas in inmate management. The frequency of certain
r ' ty?es of complaints/grievances may point to areas in which
po 1::&5. procedures, and/or practices need review and possible
ravision.

St
e

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

1) Subject Headings:
a) Medical Services

al, General services

a2. Dentist

a3. Slow or no treatment
a4, Other - specify

b) Complaints against staff

b). ACOs ~ Security

b2. Counselors

3. Unit Managers

b4. Section Supervisors
b5. Other Staff - specify
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Vet ;
)
¢) Facility Operations
cl. Food
c2. Cloth1n$
¢3. Sanitation
c4, Personal proparty
ch. Library
c6. Other - specify
d) Diseiplinary Matters
" di. Lockdown
d2. Segregation _
d3. Adjustment Committes
dd. Loss of Privileges
e} Community Communications
8l, Mai1l
&2. Telephone use
@3, Visits
~ e4, Other - specify
1 ~v{ fy Community Programs

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

g}  Program Assignments

gl. Custody

ga. Horklines - general
g3. Horklimes - education
g4, Othar - specify

By Urinalysis
hl. Impropefly done
h2. Violated rights
h3. Other - spectfy
§)  Transfers
il. Within facility

2. Between facilities
3. Mainland
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k) Physical Facility

kt. NMaintemance

k2. Construction

k3. Store- ,

k4. Laundry |

k5. Other - specify , : -

-1} Lemal

1, Jail time

12. Detalners

13. Sentence computation
14. Other - specify

m} Other ~ Specify
ny Business Office

n1. Deposits

n2. Store Accounts
n3, Horkline pay .
nd. MHonay transfers .
né. Other - specify

p} Policy and Pracedures

pt. Security

p2. Housing

p3. Programming

pd. Other - specify

Confidentiality/Controlled Access

Access to records and files of complatnts/grievances shall be on a
nead to know basis as determined by the Inmate Grisvance

Specialist. Records and files regarding the participaticn of an
fndividual in grievance procesdings shall not be available to other
fomates or to individuals participating in parole dectisions,

Evaluation

Monthly, Formative Statistical evaluations, using department MIS.
(Managemaht Information Systems) computer format, will be .
conducted. Evaluations will, at & sinimum contlin the following:
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#_Grievance's Count 1 of Tgtal

Fited

Open

Closed

Step 1

Step 2

Step 3

Uphald

Other

Information Discussion/Resolution
bays Receipt to Disposition
Iinmates Fiting First Time
Posted for Opinions

Grievance Specialists will submit, a monthly narrative report or
t:elg i?cilities grievance process which wiil include the above
statistics. :

Review

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

Commupication of Procedures

a. An oral explanation of the grievance procedure s to be glven
to each inmate and employee upon arrival at an institution.
Inmate Grievance Specialist is assigned the responsibility o
Erggngggoggmates and staff on the grievance procedure :

4 L] n L] - "

b. The Inmate Grievance Specialist is responsible to ensure that
provisions are made for non-English speaking inmates, as well
as for impaired or handicapped fnmates. The written procedures
shall be available in a language other than English iF it is
found that a significant part of the population of an
jnstitution speaks that language.
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e.  Staff assistance shall be available for those inmatés who
cannoct prepare their grievances un-aided.

Remedies

The grievance procedure 'shall afford a grievant a meaningful and
just remedy. .

a. All grievances shall be considered in view of the following in
developing a remady.

1)  Has the inmate made a claim that implicates a right
guaranteed by either the State or Federal Constitution or
3 State or Federal Statute or Ragulation,

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

3)  Can the abridgement of the right ba justified by a
legitimate Institutional intaerest in order, security, or
rehabilitation, )

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

b. Legal opt n1dns and advice may be obtained from the Attorney
General. Consult procedures outlined in DOC Policy, 493.01.19
(Legal Opinicns and Memorandums, Request Forms),

c. A standard range of meaningful remedies shall be empioyed,
although available remedies may vary among institutions. Al
staff responsible for answering a grievance shall use:the
following guidelines, as a minimum, in developing a response.

13 Grievances which question the interpretatfon of a policy
or procedure:

Site authoritative opinions and interpretations. whenever
Eoss1b1e. such as opinions of the Attorney General or a
asis in Stats or Federal jaw. Explain what action wil}
he taken, if necessary, to further clarify the meaning or
intent of the policy or procedure. As an gxample, explain
that policies will be revised or recommendations pade for
revision to clarify thelr intent. If recommendations to.
-administration will be made for revising polities, explain
what those recommandations will be. '
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2)

kM)

4)

£)

6

n

8)

Grievances which guestion the application of a policy or
procedure:

Explain what direction or instructions will be given to
ralevant employse or employees to ensure they will
correctly apply the policy or procedure.

Grievances concerning an action of an employee or reprisal:

If the grievance fs valid, so notify the inmate and
explain that disciplinary action wilt be taken against the
employee. The type of action taken shall not be
communicated to the inmate.

Grisvances concerning an action of another inmate:

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

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

Grievances concerning time computation:

Explain there will be prompt re-computation with expediied

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

computation.

Grievances concerning loss of property under the éustady
and control of the facility:

" spacific prompt action will be taken such as return of

property, replacement of property of equal value at fime
of loss, or monetary payment equa) to value of property at
time of loss, and so forth,

Grievances concerning living and working conditions:
Specify what steps will be taken to immediately improve

conditions. If conditions cannot be immediately improved,
expiain the reason and what action will be taken. -
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d. No coerclon, discrimination, reprisal, or any sdverse action

"~ shall be imposed upen inmates.for filing a grievance or appeal,
or upon staff members and inmates participating in the
resofution of grigvances. To furthar promote this policy, the
following practices. shall be followed:

1

2)

K}

All inmate grievances shall be kept confidential
(reference statement 4,5 for further datalls),

The inmate's file that goes to the parole board shall net
contain any record of griavances filed by the inmate.

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

Inmates may be held accountable for submitting grievancesr‘
or appeals in which there is clear and convincing evidence
of intentionat fabrication or distortion of facts.

Grievability

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

13

2y

3)

4)

5}

6}

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

The actions of staff and other fnmates that affect them
personally. This shall intlude the denial of access to
the grievance procedure. ,

Reprisals against an inmate for filing a grievance.or
appeal under the grievance procedure, or for participating
in an inmate grievance proceeding.

Any matter relating to the condittons of care and
superviston within the Department of Public Safety that
affect them personally.

Disciplinary measures imposed by a Unit Adiustment Team or
Adjustment ittee.

Dacisions made by a Unit Team or Program Committee
concerning an inmate's program or classification,
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7Y  Any othar aspect of institutional 1ifa as it may Sffect
the health, safety. well-being, and constitutional rights
of .an inmate.

Inmates shall not be 3llowed to file complaints/grievances on
the following matters:

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

1 Resol

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

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

resolve their complaint/grievance directly with the responsible

_statf members.

Informa] resolution of a grievance, by direct contact with the
inmate, should be attempted before the inmate files a formal
grievance. Form No. 8216 (Informal Discussion/Resolution Form)
is provided for this purpose.

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

EMERGENCY PROCEDURES

A committed person may forward a grievance directly to the Facility
Administrator via priviieged mail.

a.

If the Facility Administrator determines that their is a
substantial risk of imminent persona) injury or other serious.
or irreparable harm to the committed person, the grievance may
be handled or an emergency basis and the inmate will ‘
immodiately be removed from the general population.

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

Tha Division Administrator will provide a response within three
53)1u?rk1ng days of the receipt of the Faciiity Administrators
ecision.
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Pri
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If an inmate complaint/grievance is of a sensitive nature, and
there exists a reasonable belief that punitive measures will be
taken at the hands of facility staff or other inmates, or would
otharwise be adversely affected if 1t i3 known at the facility
that the complaint/grievance is being filed, the inmate may
fileigirectéy with the appropriate Division Administrator via

1y -In such cases, the inmate must exﬂla1n the specific
reason(s) for Fiting directly with the Division
Administrator,

2} The Diviston Administrator will sand the inmate a signed,
- dated acknowledgement of receipt of the
comptaint/grievanca.

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

The Division Administrater shall veply to the
compiaint/grievance either by 1ssuing a decision on the merits
of the complaint/grievance, or informing the inmate and the
appropriate Facility Administrator that the complaint/grievance
is to be routed through normal channels.

. Appeal to the Division Administrator shall be the ultimate

recourse available to the famate within the administrative
remedy process,

EILING A GRIEVANCE

Each facility shall matntain locked mailtboxes or grievance
goxes :g{ inmates to deposit complated Compiaint/Grievance
orms 5.

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

or other dasignated repository.
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‘regarding the procedure from the

Complatnt/Grievance Forms 8215 may be obtained from any 1iving
unit staff upon request. -

Complaint/grievances should address only ona 1§sue per form,

G&mplaintslgrievancbé'must be adividual tn nature even though
other inmates may be similarly affected. '

Staff or inmate assistance may be available to those committed

‘persons who cannot prepare their complaint/orievance un-atded

as determined by institutional staff.

1) All comnitted persons shall be entitled to invoke the
grievance procedure regardless of thelr disciplinary
status or classification.

2)  Each facility shall ensure that the grievance procedure is.-
accessible to commltted persons who are impaired or
handicapped.

Committed persons must be informed of the grievance procedure
at the admitting factlity and maz request further infprmation
r counselors.

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

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

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

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

13 No person who {s directly involved in the subject matter

" of the complaint/grievance, or who was a membar of the
adjustment committee which heard 3 discipiinary report
concerning the grievanca, or who is otherwise not
Ympartial may participate in the resolution of a
complaint/grievance.




INMATE GRIEVANCE AND APPEALS PROCESS

4

i. The complaint/grievance must be filed within fourteen (14) days
- from the date on whith the basis of the alleged complaint -
occurred untess it §s not reasonably feasible to file within
such a period and the justification for the lata filing is
stated in the complaint/grievance. '

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

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

j. In preparing complaints/griovances and appeais. i{nmates shall
aveld the use of profanity, threats of physical harm, and
language which impugns the character of a staff member or which
demeans the race, ethni¢ity, physical appearancte, sex, religion.-.
or naticnal origin of a staff member. Grievances containing
such language shall not be processed hy the Inmate Grievance
Speclalist nor responded to at any step of the grievance

process,

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

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

EILING STEPS

Bsfore filing a formal Complaint/Grievance, a committad person
{inmate) should make a good faith affort to informally rasolve a
Complaint/Grievance, The comeitted person (inmated having reached a
deciston to file a formal grievance shall do the following:

a. Obtain Complaint/Grievance form 8215 from any staff member
(forms are readily available). If the form is not on hand,
staff will supply the committed person with a
Complaint/Grievance Form as saon as possibie.

b. Committed person myst 111 out the form completely; i.e., name,
SID number, date, housing unit, etc. Staff or inmate
assistance may be utilized for committed persons who capnot
prepare their complaint/grievance un-aided.
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Take the completed Complaint/Grievance Form 8215 to the houking
duty officer who will:

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

‘2)  If the form is compiete, the officer will sign and date

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

3)  Staff will not alter the form or refuse to accept same.

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

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

Staff persons responsible for mai) will transport, on a daily
workday, the unaltered compiaint/grievance to the Facility

Inmate Grievance Specialist for action. :

Where grievance repositories are made available, the facility
Inmate Grievance Sgeciaiist. or his/her designated authorized
representative, will be solely responsible for retrieval of ail
compiaint/grievance forms from the respective repasitories.

The onty exception to the ahove procedure will be the filing of
Emergancy or Privileged Complaint/Grievance (PAP _
493.12.03.4.11 493.12.03.3.13).

19 Privileged complaint/grisvances may be placed in a sealed
envelope, marked confidential, The envelope will then be
dated and signed by the on—dut¥ ACO. The inmate will then
place the sealed envelope in the designated repository.

The staff perseh designated to answer the grievance has fifteen
(15) working days from the date of receipt of the
complaint/grievance in which to investigate and respond. (Oate
of receipt shall begin from the date signed in the upper
right-hand corner of Complaint/Grievance Form 8215).
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.15 APPEALS

Step one (1) decision (Unit Manager, Section Administrator, or
his/her designee).

8.

inmate shall submit appeals of a step one decision on
complajnt/Grievance Form 8215 within five (5) calandar days of
receipt of step ane decision. The control .number from step one
¢1) grievance shall be placed in the space provided on
Complaint/Grievance Form 8215 of the step two appeal form.

1) Aﬁpeai from a Unit Manager's/Section administrator is to
the Faclility Administrator.

The ipmate shall submit a written statement regarding the basis
of the appeal to the Facility Administrator.

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

1) Copy of inmate's original complaint/griavance.

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

2) Conduct a hearing at which the inmate §s given the
opportunity to put forth their complaint/griavance, if the
Facility Administrator in the exercise of discretion deems
such hearings proper in the interest of Justice;

3)  Sustain, modify, or overturn the decision of the lower
decision maker(s). ,

The Faciitty Administrator has fifteen (15) working days from
the day of recaipt of the appeal in which to submtt a written
respanse to the {nmate. Should the 15 working days elapse

- without the inmate receiving a written response, an'appeal

directly to the appropriate Division Administrator may be
initiated. ,
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f. Upon recelipt of the Facility Administrator's written decision,
the inmate has up te five (5) calendar days to initiate further
action 1f dissatisfied with the decision made by the Facility
Adminfstrator.

g. Appealing the Facil%t} Administrator's decision.

-1- i 1 1
{f-’ l

1
2)
3

P

L. m"])
4)
5)
6)

The inmate shall appeal to the Diviston Administrator.
The inmate shall submit a2 written statement on
Complaint/Grievance Form 8215 regarding the basis for the
appeal to the Division Administrator via mailbox or other
dasignated repository.

The Inmate Grievance Speciatist shall forward copies of
the following information to the Oivision Administrator:

a) imnmate's original complaint/grievance;

by the decision df the Unit Manager or Section
Administrator;

c¢) the appeal statement to the FaciTity Administrator;
d) decision of the Facility Adwinistrator,

“The Division Administrator shatl give the inmate a signed,

dated acknowledgement of receipt of the appeal.

The Division Adminfstrator may:

a) request additional information from the facility:
b) conduct an investigation or hearing,

The Division Adm1n1§tratar.hns twanty (20) working days

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

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

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

—
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Powers of the Administrative Reviewer(s)

al

b.

.Sustain, modify, or overturn the decision of the lower decisidn

maker(s).

The Administrative Reviewer shall atso justify and explain al
decisions in the written response to0 the inmate.

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

Procedure. for appealing disciplinary decisions.

Disciplinary measures imposed by an Adjustment Committee in .-
accordance with the provisions of the Administrative Rules of

tha Department of Correctlions—H_=201~+3-shall normally commence
forthwith. The Facility Administrator, however, shall have the
authority to hold such disciplinary measyres in abeyance

pending the tnmate's appeal if the administrator believes such
action to be in the best interest of the inmate and/or faciiity.

1) The inmate who wishes to request a delay In the imposition
of disciglinnry measures shall, ftn a latter, Justify to
the Facility Administrator the reason(s) why a delay is
necessary. The Facitity Administvator shall respond to
the inmate in writing within three (3) working days.

2)  The Facility Administrator's denial of the inmate's
request to have the sanction held in abevance is
3r1evab1e. The imposition of the sanction will not be

¢layed, however, pending the disposition of the request.

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

pr1vile?ed complaint and shall be forwarded immediately to
the Division Administrator. The Division Administrator
shal) respond within five (5) working days from the day of
receipt of the grievance. :
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4)

Any loss of privileges and segregation time sustained by
an inmate during the pendency of the appeal shall be
crodited to the inmata and deducted from the original
disciplinary measures imposed by the Adjustment
Team/Committee, in the event the Administrative Reviewer(s)
rules against the inmate's appeal.

A)1 1nmates have the right to seek administrative review of any
discipiinary action through the administrative remedy process.
Review shall be initiated within fourteen (14) calendar days of
the day of receipt of the disciplinary decision.

The steps for appealing disciplipary actions:

1

)

3).

On-the-spot correction; Section Administrator or Unit
Hanager - Facility Administrator '

Decision of Unit Adjustment Team: Facility Administrator

Decision of Facllity Adjustment Committee: TFacilfty
Administrator - Division Administrater

The inmate appealing the dis:1p11nar§ action(s} imposed shall
file an appeal on Complaint/Grievance Form 8215.

Each Adminfstrative Reviewer(s) shall:

D)

2)
3

Receive the complete file of the case, includimg, but not
1imited to:

a) the {ncident report;

b) the 1nvgst1gation report;

¢) record of the hearing.

Evaluate all the written &ocuuents submitted.

Conduct an investigation to obtain further information
when the record does not clearly establish:

a)  the evidence upon which the disciplinary group has
based Yts dectsion;
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by the raason{s) for imﬁos1ng such discfpliinary
measure(s). ‘

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

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

q. U?on receipt of the reviewer's decision, the inmate has up t
five (5) calendar days to initiate further action if :
dissatisfied with the decision,

h. 1f the inmate initiates further action, a statement regarding
the basis for the current appeal is reguired.

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

Upon receiving an unsatisfactory response from the Facility
Administrator, the inmate is free to inftiate further appeal

actions.

k. ,Review1n? officials may extend for up fo fifteen (15) working
days 1f 1t s determinad that the initial peried is
insufficient to make an appropriate decision. The grievant
must agree in writing to any extension.

e

1. The decision of the Division Admimistrator is final.

.19 Procedure for Appealing Unit Team or Promram Committee(s) Decision
~

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

b. The protess for appeal of Program Committee decision{(s):
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1) Program Committee's gecision - Facility adminicerator -
Divition Admtnistrator

¢. The process for -sppeal of Program Committee decisions Is rhe
same a3 the process for appeal of disciplinary actions.

.20 Referral to Agencies or Officials other than Departmental

&.  An inmate should, but 13 not strictly requireq to, Firgt
exhaust the administrative process sat forth tn this golley for
the resolution of complaint/grievance before seeking ald Fram
the Ombudsman or other agencias or fiting sutts in court.

b, Inmates are advised that courts frequently requira evigence
that administrative remedies have been exhaunsted befara
accepting Jurisdiction over a complaint/griavance.

5.0 Scope!

This policy applies to all Department of Publiic Safety facilities.
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