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CHARTER 14: INMATE/RESIDENT RIGHTS
SUBJECT: LEGAL RIGHTS OF INMATES/RESIDENTS
SUPERSEDES: JULY 1, 1985
EFFECTIVE DATE: DECEMBER 1, 2002
FACILITY: CORRBECTIQNAL TREATMENT EACILITY
FACILITY SUPERSEDES: EMBE 200
FACILITY EFFECTIVE DATE: AUGLUIST 12, 2005
APPROVED: SIGNATU TC R E
JIMMY TURNER
VICE PRESIDENT, OPERATIONS
APPROVED: SIGN EONFILEATC ATE OFFICE
G. A. PURYEAR

EXECUTIVE VICE PRESIDENT/ QENERAL COUNSEL

14-4.1 PURPOQSE:

To specify rights afforded inmates/residents housed in CCA facllitles.
14-4.2 AUTHORITY: _

Corparate and Faclliity Policy; State and Federal Laws
14-4.3 DEFINITIONS:

nmate/Resldent - Any adult or Juvenile, male or female housed In a CCA faclity. Inmates/residents
may also be referred to as detainees, prisoners or offenders depending on classification and In
accordance with fagility management contracts.

14-4.4 POLICY:

It is the
A,

palicy of CCA to ensurs that all Inmates/residents are afforded the following rights:

Access_to. Courts: Inmates/residents wlll have access to the court systsm In accordance
with CCA Corporate and Facllity Policy 14-8 or any other contractually required pollcy
concerning access 10 the court system,

Access to Coungel: Inmates/residents will be able to have confidentlal contact with their
attorneys.

Equal Accegs: Program access, work agsignments and administrative declslons will be made
without regard to race, religion, national origin, gender, disability, or political views.

Separate Housing: Male and female Inmates/residents housed in the same Iinstitution will
have separate sleeping quarters but equal access to all avallable services and programs.
Nelther sex will be denied opportunities solely on the basls of their smaller number in the
population. -

Access to Media: [nmates/residents are permitted t0 have reasonable access to the media
in accordance with CCA Corporate and Facllity Policy 14-3 or any other contractually
required palicy concerning access to the media.

Proprletary Information - Not for Distributlon - Copyrighted
Property of Correctlons Corporatlon of America

413-%33 LOEEBBY2C0Z KY¥4 LL:2L 8002/BL/80




LLo/voo B

CCA CORPORATE AND FACILITY POLICY PAGE 2 OF 2 POLICY 14-4

14-4.5

14-4.6

14-4.7

14-4.8

14-4.9

. l £ .u A
Punishment, Property Damage and Harassment
G. Freedom from Unreasonable Searches: Inmates/residsnts will not ba searched for harassing

or retaliatory purposes, Inmate/resident searches will be conducted in accordance with CCA
Corporate and Facllity Policy 9-6 or any other contractually required policy concerning

searches.

H. Personal Grooming: Inmates are permitted freedom in personal grooming as long as their
appsarance doss not conflict with the facllity's requirements for safety, security, identificatlon
and hygiene.

\ Grievance Procedures: Inmates/residents will have access o a grievance or administrative
remedy procedure as outlined in CCA Corporate and Facility Policy 14-5 or any other
contractually required policy concerning grievances.

J. Religion: Inmates/resldents can practice a religion subject only to limitation necessary to
malntaln order and gecurity.

K. Freedom from Discrimination: Freedom from discrimination based on racs, religion, natlonal
origin, gender, disabllity, ot political views

L. ction fro atas i ving P r Authori er Inmate/BResident:

All Inmates/residents will be supervised and under the control of trained staff or trained
volunteers at all times. In no case will an Inmate/res(dent be given power or authority over
another Inmate/resident. '

M. Access 1o Foreign Congulate: Foralgn national (non-U.8, citizan) Inmates/resident have a
right to access the foreign consulate from his/her country of citizenship at any time.

PROCEDURE:

A, The Warden/Administrator or designse willl investigate any allagation of a viclation of this
palicy.

B. Any statf member found violating the rights of inmates/residents set forth in this policy will
face possible disciplinary actlon up to and including termination of employment.

C. Staff members will report violations of this policy immediately to their immedlate supervisor or

the naxt avallable staff member In the chain of command,
D. Forelgn Cansular Notlfication

If the contracting agency has not assumed responsibility of foreign consular notification or if
Inmates/residents invoke the right after initlal arrest and dstention, CCA will notify the
consulate In accordance with the U.S. Department of State guidelines.

E. AT THIS FACILITY, ADD!TIONAL PROCEDURES ARE AS FOLLOWS:
" A copy of this policy Is avallable in the Law Library and will be proyide

upon raquest,
REVIEW:

The General Counsel will review this policy annually.
APPLICABILITY:

All CCA facllltles and programs.

ATTACHMENTS:

None,

REFERENCES:
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ACA Standards. The ACA Standards for this facility are as foliows:
4- BA- A-06, BA-07, BA- . B-
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TBA (FSC Appraved on APRIL 26, 2005
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14-5.1 POLICY:

CCA will provide a means for all Inmates/resldents to address complaints regarding facility conditions,
treatment, and policles and procedures. Many matters can and should be resclved directly and
promptly between the inmate/resident and institutional staff,

All inmates/residents will have access to an informal resolutlon process to resolve their complaints, At
any time the informal resolutlon process has not provided succeasful resolution of the complaint or in
the event of an emergsncy grlevance, inmates/residents may use the formal grievance process. All
complaints should be assessed in a falr and Impartial manner, Resclution in the best Interest of the
Inmate/regident and the facility should be the primary goal.

14-5,2 AUTHORITY:
CCA Company Pollcy
14-5.3 DEFINITION:
Emergency Grlevance — A grlevance In which the potentlal for persongl Injury or irroparable harm exists,

Grigvance Officet — Facllity staff member responsible for tracking and management of the grievance
process, This Includes coordination of Investigations and ensuring that resolution is reached.

Grievance — A written complaint concerning the facllity conditions, treatment, policies, and/or
procedures which is belleved to personally affact the inmate/resldent In a negative manner,

[nmagg[Hesldeng - Any adult or juvenlle, male or femals, housed in a CCA facility. Inmates/residents
may also be referred to as detainess, prisoners, or offenders depending on classlfication and in
accordance with facility management contrasts.

Reagsonable Susplclon — A suspicion which is based upeon documentable, articulable facts which,
together with the emplayee's knowledge and experlence, lead him/her 1o belleve that an unauthorized
situation or violatlon of rules exists.

Reprisal — Any action or threat of action against any Inmate/resident for the good falth uss of or good
falth participation in the Informal resolution process or grisvance procedure,

14-5.4 PROCEDURES:
PROCEDURES INDEX

SECTION SUBJECT
A Availabllity of Information
B Tralning
C Grievance Avallability
D Confldentiality
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Protection from Reprigal

Grievable Matiers

Non-Grievable Matters

Excessive Filing of Grievances

Grievance Extensions

Qrievance Officer

Informal Resolutions

Emergency Grisvances

Formal Grlevanceés

Grievances Against Contragﬂpg Agency

Remedies

Appeal Process

T ransfers/Heleases

Records

Reporting
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ATF Section

A, AVAILABILITY OF INFORMATION

1.

Employees

A copy of this policy will be avallable to all employass,

Inmates/Resldents

a. New Inmates/rasldents will be Informed of the informal rasolutlon process and

grievance procedures upon arrival,

b. A summary of procadures outlined in this policy will be Included in the

Inmate/Resident Handbook,

c. A copy of this policy wll be available |n the inmate/resident library. A copy wiil
also be avaliable for inmates/residents that do not have the opportunity to visit
the library (i.e, segregated Inmates/residents).

NOTE: In the event an Inmate/resident has difficulty in understanding the procedures
outlined In this pollcy, employess must ensure that the Information |s effectively
communicated on an individual basls. Auxliiary alds which are reasonable, offecilve,
and appropriate to the needs of the inmate/resident shell be provided when simple

written or oral communication Is not effective.

B. TRAINING

All employses will recelve tralning on this pollcy In pre-service and in-service tralning, Training
will be docurnented In accordance with CCA Pollcy 4-2, Maintenance of Training Records.

C. GRIEVANCE AVAILABILITY

1.

Inmates/residents can Invoke the grievance procedure regardless of disciplinary,
clessification, or other administrative dsclsions to which the Inmate/resident may be

subject.

An inmate/resident may not submit a grievance on behalf of another inmate/resident;
however, assistance from a staff member or inmate/resident may be provided when
nacessary to communicate the problem on the grievance form.

D. CONFIDENTIALITY

Progrietary Infermation ~ Not Far Diatrlbution — Copyrighted

L10/7000@

413-%¥33

Property of Corrections Corporation of America

LOEEBB320Z KY¥4 8L:ZL 8002/BL/50



I Page 3 of 12 i MARCH 14, 2007 | 14-5 |

Qrlevances are considered special correspondence. If & sealed envelope is labeled
"Grlevance" and addressed to the Grievance Officer, it will not be opened for Inspection uniess
there is reasonable suspicion that the sealed envelope contains contraband. If reasonable
suspicion exists and the Warden/Administrator or designee's approval has been obtained, the
envelope may be opened and inspacted for contraband anly.

E. FROTECTION FROM REFRISAL

Inmates/regidents shall not ba subject to retallation, reprigal, haragsment, or discipling for use or
partlcipation In the informal resolution process or grievance process. Any allegations of this
nature wlill be thoroughly investigated by the Wardsn/Administrator and reviewed by the
appropriate Divislonal Managing Director, Facllity Operations, The Divislanal Managing Director,
Facllity Operations will notify the eppropriate Vice President, Facility Operations of any
allegations that are found to be credible.

F. CGRIEVABLE MATTERS

Inmates/resldents may grieve the fallowing matters through the grlevance process:

1, Violatlon of state and federal laws, regulations, or court decislons, to Includs but not
limited to violations of the Americans with Disabilities Act, constitutional rights, etc.

2. Application of rules, pollcles, and/or procedures towards inmates/residents aver which
CCA has control;

3. Individual staff and inmete/resident actions, including any denial of a¢cess to the
Informal resolutlon or grievance processes;

4, Reprisals agalnst inmates/resldents for utllizing the informal resolutlon or grlevance
processes; and

5. Any other matter relating to the conditions of care and supervision within the authorlty of
CCA.,

AT THIS FACILITY, ADDITIONAL CONTRACTUAL INFORMATION REGARDING
GRIEVABLE MATTERS IS:

NONE

G. NON-GRIEVABLE MATTERS
The following matters are pot grievable by inmates/residents through these grlevance

procedures;

1. State and Federal court decislons;

2 State and Federal laws and ragulatlons;

3. Final decisions on grlevences;

4 Contrecting agency (BOP, ICE, state department of correctlons, sic.) policies,

procedures, decislons, or matters (l.e., institutional transfers, parole and probation
declslons, etc.);

NQTE: Contracting agency policles, procedures, decisions, or matters shall be grieved
In accordance with the regulations of the applicable contracting agency.

5. Disclplinary actions (all disclplinary action must be addressed in accordance with
disciplinary pracedures In piace at the facllity);

Proprietary Information - Not For Dietribution — Copyrighted Property of Catrectlons Corporation of Ametlca
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8. Property Issues (all property Issues must be addressed In accordance with property
procedures In place at the facllity); and
7. Classlfication status (all classificatlon status must be addressed in accordance with

¢classificatlon procedures In place at the facllity).

AT THIS FACILITY, ADDITIONAL CONTRACTUAL INFORMATION REGAHRDING NON-
GRIEVABLE MATTERS IS:

NONE

H. EXCESSIVE FILING OF GRIEVANCES

If it is determined by the Warden/Administrator that an Inmatse/resident Is dsliberatsly abusing
the grlevance system through excessive filing of grievances and/or repeated refusal to follow
procedures, the Warden/Administrator may suspend the filing of additional grievances untll all
psnding grievances have been resolved. Ths Warden/Adminigtrator will provide the
inmate/resident with written documentation of the suspension.

AT THIS FACILITY, ADDITIONAL CONTRACTUAL PROCEDURES REGARDING
EXCESSIVE FILING OF GRIEVANCES ARE:

NONE

1. GRIEVANCE EXTENSIONS

in ceraln instances it may be necessary 10 extend respanse deadlines to allow for & more
complete Investigation of the claim(s). Justification for the extenslon must be provided to the
inmate/resident on the 14-5C Grievance Extenslon Notice, The time extenslon will be
datarmined by the Warden/Administrator and will not excesd fifteen (15) calendar days.

J. GRIEVANCE OFFICER

The Warden/Administrator wlil designate an individual(s) as Grlevance Officer(s) who will
coordinate the grlevance process to Include:

1. Heviewing all formal grievances recelved to ensure all necessary infarmation Is
included;

NOTE: Grievances that are prematurely appsaled to the Warden/Administrator or
designee wlil be returned without raview.

Ensuring Informal resolution has been attsmpted (excluding emergency grisvances);
Asslgning a number to all formal grievances;

Loggling all grievances received;

Forwarding formal grievances to the appropriate department head for response:;
Coordinating the timsly Investigation and response of formal grisvances;

N o o > oD

Ensuring that, when a grlevance declsion specifies that an actlon is to be taken, a date
is included for completing the action:;

g. Ensuring the Inmate/resident recelves a copy of the completed grievance and ensuring
that the Inmate/resident's signature is acquired at the time a responsa Is provided;

8. Ensuring all remedies/required actions are fulfllled by the imposed deadilne; and

Proptletary Information ~ Not For Distribution — Copyrighted Property of Corrections Corporation of America
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10. Maintaining all grievance records and documents as outlined in 14-5.4.R.
AT THIS FACILITY, THE POSITION DESIGNATED AS THE GRIEVANCE QFFICER IS:
GRIEVANCE COORDIN

K. INFORMAL RESOLUTIONS

With the exception of emergency grievances, Inmates/residents are required to utilize the
Informal resolution process concerning questlons, disputes, or complaints prior to ths
submission of a formal grlevance. Iif an inmate/resldent is not satisfied with the results of the
Informal resolution process, the Inmate/resident may flle a formal grlevance.

1. Fliing
a. The 14-5A Informal Resolutlon form must be utllized to initiate the informal
resolution process,
b. All 14-5A's related to medical cara and treatrment must be submitted to qualified
health services staff through facility mail.
c. With the exceptlon of grievances related to medical care and treatment,

inmates/residents are required to submit 14-5A's through facility mail, or in
person, to the appropriate unlit staff. In the absence of unit management, the
Warden/Administrator wiil designate a staff member to recelve Informal
resolution forms.

AT THIS FACILITY INFORMAL RESOLUTION FORMS WILL BE
SUBMITTED TO:

THE GRIEVANCE COORDINATOR

NOTE: Only qualifled health services staff are authorized to provide responses to any
questions, disputes, or complaints regarding medical care and treatment.

2, Resolution

The staff member assigned to complete the Informal resolution process will be
responslble for:

a. Conducting an Initlal mesting with the inmate/resident to discuss the issue;

b Meeting with all staff members involved with the Issue;

c. Researching necessary Information to determine If a remady Is possible;

d Dsveloping a response to present to the inmate/resident in an attempt to
resolve the issue informally;

e. Ensuring the Inmate/resident recelves a copy of the completed 14-6A at the
tima the response is provided; and

f. Ensuring any remedles egreed upon are completed.

a. Time Guldellnes

The total time for the informal resolution procsss will be no more than fifteen (15)
calendar days from the date the 14-5A was submitted through the date the response
was pregented to the inmate/resident, unless unusual circumstances are present. In

Praptletary Information ~ Not Far Distribution - Copyrighted Proparly of Corrections Corperatlon of Amerlca
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the event unusual clreumstances (s.g. inabllity fo contact a eritical staff member for the
Investigation process, facility on lock down status, etc.) prohibit the abllity to meet time
guldelines, the assigned staff member will provide the inmate/resident with written
documentation extending the response deadline.

a. The inmate/resident must submit the 14-5A within seven (7) calendar days of
the alleged incldent.

b. The time for filing begins from the date the problem or Incident became known
to the inmate/resident.

c. In the event the inmate/resident is not satiefled with the response, the

inmate/rasident will hava five (5) calendar days to submit a formal grlevance to
the Grievance Officer. In the event the inmate/resident pursuss a formal
grievance, the Inmate/resident will be requliréd to attach a copy of the 14.5A to
the formal grievance form.

4, Documentation

The original 14-5A will be maintained by the facility with a copy presented to the
inmate/resident at the time the response was presented.

AT THIS FACILITY, ORIGINAL 14-5A FORMS WILL BE MAINTAINED IN THE
FOLLOWING LOCATION(S):

GRIEVANCE OFFICE

EMERGENCY GRIEVANCES

If the subject matter of the grlevance Is such that compliance with the regular tims guidslines
would subject the inmate/resident to tisk of personal injury, the Inmate/tesident may request that
the grievance be considered an emergsncy grlevance. The emergency grievance must detail
the basls for requiring an immediate responsa, When the grievancs Is ot an emsrgency naturse,
utllization of the informal resolution process Is not required.

1. Filing

a. The 14-6B Inmate/Resgident Grlevance form must be utillzed to flle an
emergency grievance. Tha Inmate/resldent will complete Page 1 of the 14-5B
and place it in a sealad envelope merked "Emergency Grievance". Sealed
envelopes may be placed In the grlevance mail box, If a grievance mall box Is
not used, the emergency grievance will be forwarded to the Grievance Officer.

AT THIS FACILITY, THE PROCEDURE FOR FORWARDING THE
GRIEVANCE TO THE GRIEVANCE OFFICER IS:

L BE PLACED IN THE GRIEVANCE BOX LOCATED
ON EACH HOUSING UNIT

b. The Grievance Offlcer will check the grlevance mall boxes dally, excluding
weekends and holidays. If a grievance mailbox Is not used, grievances are to
be forwarded dally, excluding weekends and holldays, to the Grievance Officer
In accordance with the procedures listed above.

c. In the event it is necassary to file the emergancy grievanca on weekends or
holldays, the sealed envelope will be given to the Shift Supervisor. The Shift

Proprietary Information — Not For Risir/butlon — Capyrightad Property of Corrections Carporation of Amerlcs
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Supervisor will ensure the Administrative Duty Officer is notified upon receipt of
the emergency grievance.

Rasolutlon

a. Emergency grlevances recelved through the grievance mail box or alternative
means, as Identlfied above, wlll be reviewed by the Grievance Officer to
determine if the grlevanc¢e Is of an esmergency nature, If the grlevance Is
determined to be of an emergency nature, the Grlevance Officer will assign a
number to the emergency grievance, decument the grievance an the 14-5D
Faclity Grievance Log or via the current approved FSC/CCA electronic
database, and immeadlately forward to an individual authorized to serve as
Adminlstrative Duty Officer below the rank of Warden/Administrator for a
response.

b. Emergency grievances recelved on weekends and holidays will bg reviewed by
an Individual authorlzed to serve as Administrative Duty Officer below the rank
of Warden/Administrator to determine If the grlevance is of an smergency
nature and wiil respond accordingly.

o} The response must be documented on Page 2 of the 14-5B and submitted to
the inmate/resident for signature at the time of presenting the response In
person. The inmate/resldent will recelve a complete copy of the emergency
grievance and any corresponding attachments at the time of presenting the
response,

Time Guldelines

An Individual authorized to serve as Adminisiratlve Duty Officer (below the rank of
Wardsn/Administrator) shall take action to resolve the grievance within one (1) calendar
day of raceipt of the grlevance and provide a wrlitten response to the inmate/resident.

Documentation

The Individual authorized to respond to the emergency grlevance will ensure that the
Grievance Officer recelves a copy of the emergency grievance and corresponding
attachments to ensure that the emergency grievance is appropriately logged and flled.

M. FORMAL GRIEVANCES

1.

Filing
a. The Inmate/resldent must flle the grievance within five (5) calendar days of the
response date listed on the 14-5A Informal Resolution form.

b. The 14-5B Inmate/Resldent Grievance form must be utilized to flle a formal
grisvance. The inmate/resident will compiete Page 1 of the 14-5B and place It
in a sealed envelope marked “Grievance”. Sealed envelopes may be placed in
the grievance mail box. If a grisvanceé mail box is not used, the formal
grisvance will be forwarded to the Grievance Officer.

AT THIS FACILITY, THE PAOCEDURE FOR FORWARDING THE
GRIEVANCE TO THE GRIEVANCE OFFICER [S:

GRIEVANCES WILL BE PLACED IN THE GRIEVANCE BOX LOCATED
ON EACH HOUSING UNIT

Propristary Informatien — Not For Distribution - Copyrighted Propaerty of Correctlons Corporation ¢f Amerlca
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N.

c. The Grievance Officer will check the grievance mall boxes daily, excluding
waekends and holldays. If a grlevance malibox is not used, grievances are to
be forwarded daily, excluding weekends and halldays, ta the Grlevance Officer
in accordance with the pracedures listed above,

2. Resolution

a. Formal grievances recelved thraugh the grlevance mall box or alternative
means a¢ identified above wlll be reviswad by the Grlevance Officer to ensure
the formal griovance is correctly submitted and required documentation
attached.

b, The Grlevance Officer will assign a number to the formal grlevance, document
the grievance on the 14-56D Facility Grievance L.og or via the current approved
FSC/CCA elsctronic database and forward the formal grlevance to the
appropriate staff member for a response.

c. Formal grievance resolution should be determined by the appropriate
department head In relatlon to the formal grievance unless the grievance
pertaln to the department head, Ih which case a different department head will
be deslgnated. For example, grlevances related to medical care and treatment
would be forwarded to the Health Services Adminlistrator, grlevances related to
education would be forwarded to the principal, grievances related to
classification would be forwarded to unit staff, etc.

d. Each formal grievance will be responded to by including a written explanation
for approval/disapproval. The response must be documented on Page 2 of the
14-5B and given to the inmate/resident, In person, for signature. Responses
may be glven to the Inmate/resident, in person, by the responder or the
Grievance Officar. The Inmate/resident will recelve a complete copy of the
formal grlevance and any corrssponding attachments at the time of presenting
the response,

3. Time Guldelines

a. Unless a time extension has been grented, the inmate/resident will recsive a
response io the formal grlevance within fiteen (15) calendar days of
subrmisslon.

b. The total time for the formal grlevance process wili be ne more than fifty (50)
days from filing to a final appeal decision, unless unusual clrcumstances are
present,

4, Documentation

The designated department head responding to the formal grievance will ensure that
the Grlevance Offlcer recelves a copy of the formal grievance response and
corresponding attachments to ensure that the formal grievance is appropriately logged
and flled.

5. AT THIS FACILITY, ADDITIONAL CONTRACTUAL PROCEDURES ARE:
NONE

GRIEVANCES AGAINST CONTRACTING AGENCY

Proprietary Information - Not For Distribution - Copyrighted Property of Corrections Corperation of America
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AT THIS FACILITY, PROCEDURES FOR FILING A GRIEVANCE AGAINST THE
CONTRACTING AGENCY ARE AS FOLLOWS:

ALL VANCES AGAINST NTRACTING A LL BE FORWARDED
T0 CONTRACT MONITQR OR THE CONTR AGENCY

0. REMEDIES

The informal resolution process and formal grievance process shall afford the Inmate/resident
the opportunity for meaningful remedy. Remedles shall cover a broad range of reasonable and
effective resolutions. Remedles may include the following:

1. Change of procedures or practicea appropriately related to the complaint or condltions;
2, Correction of records; or
3, Other remedias, as appropriate,
P. APPEAL PROCESS
1. Fliing

If an inmate/resident is not satisfled with the decision of a formal or emergency
grievance, the Inmate/resident may complete the appeal sectlon of the 14-5B and
resubmit the grlevance. Inmates/residents are entitled to appeal all adverse decislons,
even those made on a purely procedural basis including but not limited to the expliration
of a time limit. The Inmate/resident must flle the appeal within five (5) calendar days of
the response date listed on the 14-5B Inmate/Resldent Grlevance form.

2. Resolution
a The Grlevance Officer will forward all grisvance appeals to the
Warden/Administrator for review and a flnal response.
b. Each appeal will be responded to by including a written explanation for

approval/disapproval. The response must be documented on Page 2 of the 14-
5B and given to the Inmate/resident, in person, for signature. Responses may
be given to the Inmate/resident, in person, by the Warden/Administrator or the
Grlevance Officer. The inmate/resident will recelve & complete copy of the
appeal response and any corresponding attachments at the time of presenting
the response.

c The Warden/Administrator's declslon Is final unless otherwise specified in the
faclity managemeant contract.
3. Time Quidelines

Barring extraordinary circumstances, a grievance will be considered settled If the
decision at any step is nat appealed by the Inmate/resident within the given time limit,

8. Emergency Qrlevances

The inmate/resldent wlill recelve a response to the appeal within seven (7)
calendar days of submlssion.

b. Formal Griavances

The inmate/resident wlll recelve a response to the appeal within fifteen (15)
calendar days of submission.
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4, Documentation
If the responge is presentad to the Inmate/resident by the Warden/Adminlstrator, the
Warden/Adminlstrator will ensure that the Grievance Officer recelves a copy of the
appeal responss and corresponding attachments to ensurs the appeal is appropriately
logged and malntained on file.

5. AT THIS FACILITY, ADDITIONAL CONTRACTUAL APPEAL PROCEDURES ARE
AS FOLLOWS:

E INMATE IS ATISFIED THE WARDEN'S RESP E, THE

MATE MAY L TO THE CON CT MONITOR WI DAYS
OF RECEIPT OF THE WARDEN'S DECISION.
IF_THE INMATE IS NOT ED WITH THE CT MONITOR'
REAFO MATE MAY APPEAL TO THE DIRECT THE DC
DEPARTMENT OF CORRECTIONS WITHIN FIVE (5) DAYS OF RECEIPT OF
THE CONTRACT MONITOR' ION,
ALL APPEALS MUST HAVE THE ORIGINAL GRIEVANCE AND RESPONSE
ATTACHED WHEN FILED.

Q. TRANSFERS/RELEASES

If a grievance Is submitted for review and the inmate/resident is transferred or released from

custody, efforts to resolve the grievance will normally continue. It Is the Inmate/resident's

responsibility to notify the Grevance Officer of the panding transfer or release and to provide a

forwarding address and any other pertinent information,

R. RECORDS

1. All grievances will be eystematically maintained by the Grievance Officer. All
grievances (formal and emergency) and corresponding attachments will Indlcate the
assigned grlevance humber and be date stamped upon receipt.

2. The Grievance Officer will maintain a log of all grlevances received utilizing the 14-5D
Facillty Grlevance Log or via the current approved FSC/CCA electronic database, The
log shall include the following Information:

a. Grievance numbser;

b. Date recelved;

c. Inmate/resident name;

d {nmate/resident number;

e Informal attempt;

f. Grlevance category;

g Disposition date;

h Pisposition code;

i. Date appeal recslved, If applicable;

j Appeal disposition dats; if applicable; and

k. Appeal! disposition code, If applicable.
Fropristary Information — Not For Distribution — Copyrighted Property of Correctlong Corperation of Amerlca
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3. All grievance documentation will be malintained in accordance with CCA Policy 1-15,
Retention of Records,
4, Coples of grievances shall not be placed in an Inmate/resident's file, unless it Is a

contractual requirement to do so.
AT THIS FACILITY, CONTRACTUAL REQUIREMENTS REGARDING LOCATION OF

GRIEVANCE COPIES ARE:
A COPY OF THE VANCE LOG WILL BE FORWARDED TQ THE CO T
MONITORBY T FE MONTH.
B. Records regarding the participation of an Individual in the informal resolution process or

grlevance procedurse will not be avallable to other Inmates/residents.

5. With the excepfion of amployees involved in the grievance process or cClerical
processing, records regarding the participation of an Individual In the Informal resolution
pracess or grievance pracedures wilil not be avallabie for review.

7. Employees participating in the disposition of an informael resolution process or grievance
procedure shall have access o the essentlal records necessary to respond
appropriately,

S, REPORTING

The 14-8E GCrievance Report wlll be complsted by the fifteenth day of each month and
forwarded to the FSC Quality Assurance Department, unless a current approved FSC/CCA
slectronic database has been established.

T. AT THIS FACILITY, ADDITIONAL CONTRACTUAL PROCEDURES ARE:
NONE

14-5.5 REVIEW:

This policy will be reviewed by the Chief Corrections Officer or designee on an annual basis.
14-5.6 APPLICABILITY:

All CCA Facilities (Provided contractual requirements do not mandate otherwlse)
14-5.7 APPENDICES:

None
14-5.8 ATTACHMENTS:

14-5A  Informal Resolution

14-58  Inmate/Resident Grievance

14-6C  Q@rievance Extension Notice

14-5D  Fadllity Grlevance Log

14-8E  Quarterly Grievance Report

AT THIS FACILITY, ADDITIONAL FORM REQUIREMENTS ARE:

Propriatary Information - Not For Distribution ~ Copyrightad Property of Correctlong Corporation of Amarica
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NONE
14-5,9 REFERENCES:
CCA Polley 1-15
CCA Policy 4-2

CCA Pollcy 15-1
CCA Pollcy 15-2

CCA Policy 14-6

CCA Policy 18-1

ACA Standards:
4-4284/4-ALDF-3E-11/3-JTS-3D-09
4-4394

4-4446/4-ALDF-5B-18
4-4492/4-ALDF-5B-08/3-JTS-5H-04

Praprietary informatlon - Not For Distribution — Copyrighted
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14-5A

INFORMAL RESOLUTION

Date:
Name (Print)

Last Name Flrst Name Middle Inltial
Number: HOUSING ASSIGNMENT:

Description of issue, problem, and solution you suggest:

Attach additional pages, If necessary.

. Date received from inmate/residsnt;

Name of staff member completing infarmal resolution process;

Date response dus to inmate/resldent:

Date and time initial meeting held withy the Inmate/resident:

Additional information received from initial meeting:

ap.

Names of staff members involved with the inmate/resident’s issue:

Distrlbution:

Original: Facility

Copy: Inmate/Resident :
03/07

"
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14-5A

Dates and times of contact wlfh staff members concerning the Inmate/resident's issge:

Additional Informatlon receslved from meetings with staff members:

Tentatlve completion date If remedy suggested;

By slgning below, ths inmate/resident verifies agreement with the remedy suggested
above. If the inmate/resident is not satlsfled with the remedy suggested above, the
inmate/resident is not required to sign below and may choose to flle a formal
grievance with the Facility Grievance Officer. In e¢ither case, the inmate/resident will
recelve a-copy of this form on the day the final resolution process is completed.

Inmaté Signature: Date:
Designated Staff Signature: Date:
*Witness Signature: - Date:

*In the event the Inmate/resident refuses to sign this form, a witnass signature must be obtained to
verify that the Inmate/resident was offered the opportunity for informal reselution.

Informal Resolytion Qutcome: [ ] RESOLVED (] UNRESOLVED

Distribution:
Origlnal: Facility
Copy: Inmate/Resident
03/07
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Grlevance No.: 14-5B8

| INMATE/RESIDENT GRIEVANCE

FULL NAME:

NUMBER; HOUSING ASSIGNMENT:

INFORMAL RESOLUTION ATTACHED (Npt raqul ran em ne nce)? [J YES [J NO
GRIEVANCE CATEGORY (CIRCLE ONE)!

1. Facility Staff 8. Dental Servicea 16, Housing

2. Accaess to Legal Materlals 9. Mantal Health Services | 16. Laundry

3. Danled Access to Informal Raselution/Grievanca 10. Trust Account 17. Recreation

4. Reprisal for Using Informal Resolution/Grievance 11. Commigsary 1B. Vlaltation

5. Safaty/Security 12. Food Sartvice 18, Programs-education, work, religlous, ete.
§. Sanitatlon 13, Mail 20, Violgtions of fadsral or state ragulations, laws, court declslone

{i.e. ADA or Constitutional rights)
7. Medical Servicas 14, Intake 21. Other

STATE GRIEVANCE: (includa documantation, witnesses, date of Incident, any other Information pertaining to the grievance aubject. Attach
additicnal pages {f necessary)

Requested Action: (Attach additional pages If necessary)

J
Inmate/Residant's Signatura: ' Date Submitted:
RESPONDING STAFF MEMBER'S REPORT: (Attach additional pagss If necessary. All pages must include tha grievance number,)
RESPONDING STAFF MEMBER'S DECISION: (Attach additianal pages If necessary. All peges must include the grievanca number.)
Responding Staff Member's Printed Name: Title:
Responding Staff Mamber's Signaturs: Date:
inmate/Resldent’s Signature (Upon recelpt): Dato:
INMATE/RESIDENT APPEAL (Attach addltional pagas If nacessary. All pages must Include the grievance number.) —]
WARDEN/ADMINISTRATOR'S DECISION: (Attach additionsal pages if nacessary. All pages must Include the grievarnce number.) 1
Warden/Administrator's Signature: Date:
inmate/Resldent’s Signature (upon recelpt) Date:
Pags 1 03/07
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