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I. Purpose: The purpose of this policy is to outline the jail’s grievance procedure.
II. Policy: The policy of the jail is to accept, investigate fairly, and respond in a timely manner to all prisoner grievances.  In doing so the jail will respect the due process rights of all prisoners incarcerated in the jail.
III. Definitions: 
A. Grievance: an actual or perceived circumstance regarded by the prisoner as just cause for protest.
IV. Procedure:
A. Grievance Procedure: A grievance system is a fundamental element of a functional jail system.  The purpose of this system is to resolve legitimate complaints.

1. The grievance procedure shall provide a mechanism for the prisoner to make the Jailer and his or her staff aware of possible deficiencies with respect to conditions of confinement within the jail.

2. All prisoners admitted to the jail shall be made aware of the grievance procedure during their initial orientation as well as in the jail’s handbook.

3. There shall be equal access to the grievance procedure for each prisoner.

4. No retaliation or reprisal will occur as the result of a prisoner filing a grievance. 

5. All legitimate complaints by a prisoner shall be resolved.

6. Prisoners shall be able to file their grievances in a secure and confidential manner and without a threat of retaliation.

7. All prisoners shall have equal access to the grievance system.  

8. Grievance forms shall be readily available to all prisoners. In the absence of that standardized jail grievance form, staff members shall accept any written grievance regardless of the type of paper it is written on. 
9. Digital grievances, made through a kiosk or other digital mechanism will be accepted.

10. The Jailer shall appoint a grievance officer who shall be responsible for the collection and investigation and initial response of all grievances.

11. Prisoners may turn their grievance into any staff member.

12. The Jailer or their designee shall maintain a record of the filed grievances and the results of the grievance process.

13. Upon receipt of the written grievance the receiving staff member will note on the grievance form the date and time it was received. If the prisoner requests a copy of the grievance the staff member will return a copy to the prisoner as soon feasible. A $0.10 per page coping fee may be charged to the prisoner. 
B. Grievance Response:

1. Grievances shall be responded to in a responsive and prompt manner. 

a. A prisoner must file a grievance within forty-eight (48) hours of the event or condition giving rise to the grievance. 
b. In no case shall a response to a grievance be delayed beyond ten (10) days. 
C. Grievance Appeal:

1. In cases where the prisoner is not satisfied with the initial response to the grievance, the prisoner may appeal his grievance to the Jailer or the Jailer’s designee.

2. This appeal must occur within forty-eight (48) hours of receipt by the prisoner of the initial response.

3. The jailer or his designee will respond to the appeal within ten (10) business days.
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