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Subject: INMATE GRIEVANCE PROCEDURES

I. AUTHORITY: T.C.A. 4-3-603, T.C.A. 4-3-606, T.C.A. 41-24-110.
IL. PURPOSE: To establish a standard procedure for the expression and resolution of inmate
complaints.
11 APPLICATION: To TRICOR employees, employees and inmates of TDOC and privately

managed facilities, except those offenders assigned to and actively participating in a Special
Alternative Incarceration Unit (SAIU) program.

Iv. DEFINITIONS:

A. Advocate: An inmate chosen by a grievant from his/her peers or from those appointed by
the warden to assist in the filing and/or appeal of a grievance.

B. Calendar Days: A time limit that begins to run at 12:01 a.m. on the day following the date
of the triggering event. Example: if an inmate files a grievance and the alleged triggering
event occurred on April 1%, the seven (7) calendar day’s time limit for filing grievances set
by Section VI. (C) (1) below would begin to run at 12:01 a.m. April 2", and end at 11:59
p.m. on April 8"

C. Emergency Grievance: The resolution of a grievance subject to the normal time limits
which could cause the grievant substantial risk of personal injury or irreparable harm.

D. Grievance: A written complaint concerning the substance or application of a written or
unwritten policy or practice, any single behavior or action toward an inmate by staff or
other inmates, or any condition or incident within the department or institution which
personally affects the inmate complainant.

E. Grievance Committee: A committee composed of a staff chairperson appointed by the
warden and members consisting of elected staff and inmates. This committee provides a
forum for which an inmate may resolve a grievance at Level II of the inmate grievance
process.

F. Reprisal: Any action or threat of action against anyone for the good faith use of or good
faith participation in the grievance procedure.

V. POLICY: The Tennessee Department of Correction (TDOC) ensures that every inmate shall have
the right to utilize the grievance procedure without fear of reprisal. All grievances shall be
considered in a fair and impartial manner and resolved at the lowest possible level in the grievance
procedure.
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VI PROCEDURES:
A, A handbook entitled TDOC Inmate Grievance Procedures shall provide detailed

instructions for the filing and processing of inmate grievances and appeals, and for the
election/appointment/removal of grievance committee members. Copies of the handbook,
and any current departmental and institutional policies concerning inmate grievances, will
be available to inmates in the institutional legal library. Access to copies of the handbook
shall be provided to all grievance committee members and alternates. All living units for
housing segregated inmates shall also be provided with a copy of the handbook and
policies regarding inmate grievances.

Access to the grievance procedure: Inmate Grievance, CR-1394, and locked grievance

depositories shall be made available for use by all inmates. Inmates shall have unimpeded
access to grievance forms (CR-1394). 1f required to ask staff for the form (i.e., an inmate
in segregation), the inmate shall be given the form without question or discussion. All
inmates will be informed of grie vance procedures during orientation.

Levels of Review

1. First Level: Grievances must be filed utilizing CR-1394 within seven (7) calendar
days of the occurrence or most recent occurrences giving rise to the grievance,
with the exception of Title VI complaints. All such complaints must be filed
within one hundred eighty (180) days of the occurrence of an alleged
discriminatory act. (See TDOC Policy #103.10.) Only one (1) subject or incident
shall be addressed in a grievance. All copies of the form must be legible and
intact.

Grievance forms which are improperly completed or contain insufficient
information for processing shall be returned to the inmate with instructions as to
proper completion. It should not be logged as received (which starts the deadline
times running) until the corrected version is submitted.

If more than one (1) inmate files a grievance on the same incident, the hearing and
responses may be consolidated. This shall be noted on the grievance response
forms and on Grievance (LIBG) on the Description Detail Screen.

The chairperson shall review all grievances, enter them on Grievance (LIBG) (with
a flag indicating Title VI if the grievant alleges discrimination on the basis of race,
color or national origin) and then forward them to the supervisor of the employee
or department involved for a signed, written response on CR-3148.

Grievances allegedly involving Title VI complaints shall be simultaneously
forwarded to the Title VI Site Coordinator (deputy warden/assistant warden &
privately managed facilities) for review and final determination as to Title VI
designation. Those deemed to be actual Title VI complaints (regardless of validity
or issue) shall remain flagged as Title VI and investigated as such in accordance
with policy. The Title VI Site Coordinator shall notify the grievance board
chairperson to remove the Title VI flags for those complaints which he/she
determines do not fall within the parameters of a Title VI issue. (See TDOC
Policy #103.10.) The flag shall be removed in such cases within one (1) workday
of receipt of notification by the grievance board chairperson.
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The chairperson's response shall be written on CR-1394 following the
chairperson's receipt and review of the supervisor's response. There will be a
seven (7) working day time limit at Level I, starting the day the grievance begins to
be processed. If grievant accepts the supervisor's response, the grievance
chairperson shall enter approval on Grievance (LIBG).

2. Second Level Within five (5) calendar days of being notified of the Level I
response, the grievant may appeal the response to the grievance committee and
warden. A hearing shall be held within five (5) working days of an appeal's filing.
Within five (5) working days of the hearing, the committee's proposed response
shall be forwarded to the warden. Within seven (7) working days of receipt, the
warden shall forward his/her decision to the chairperson. Within five (5) working
days of receiving the warden's response, the chairperson will allow the grievant to
review the grievance materials and responses. If the grievant accepts the Level 11
response, the grievance chairperson shall enter approval on Grievance (LIBG).
Failure of staff to comply with a directive by the warden as a result of the warden’s
review of the grievance may result in disciplinary action.

If the warden agrees to the grievant's requested solution, the grievant shall not have
the right to appeal to Level 1I1.

Grievances concerning Tennessee Rehabilitative Initiative in Correction
(TRICOR), over which the warden has no line authority, shall be forwarded from
the committee to the warden for comments (if any) and then to Level IIl. The
Assistant Commissioner of Operations/designee shall review and, if necessary, may
forward for review/response of the Executive Director of TRICOR.

3. Third Level: A grievant may appeal the Level II response within five (5) calendar
days of receipt of that response. The chairperson shall forward one (1) legible
copy of the grievance and all documentation to the Assistant Commissioner of
Operations/designee. The Level Il response shall be sent to the grievance
chairperson for distribution within twenty-five (25) working days of the date the
appeal was received. The chairperson shall enter the final decision on Grievance
(LIBG). This response is final and is not subject to appeal. Failure of staff at
TDOC managed facilities to comply with a directive by the Assistant
Commissioner of Operations as a result of the Level Il review may result in
disciplinary action. (At privately managed facilities, the Deputy Commissioner
will make a determination as to appropriate action to be initiated.)

D. If a time limit expires at any stage of the process without the required response, the
grievant may move the grievance to the next stage of the process, unless the inmate agrees
in writing to a fixed extension of the time limit for response.

E. Committee election and hearing procedures shall be developed at each institution, and shall
be forwarded to the Assistant Commissioner of Operations for review. Any subsequent
revisions to said procedures shall also be forwarded to the Assistant Commissioner of
Operations for approval. The warden/designee shall enter elected committee members'
names on Board/Committee Members (LIBM).




Effective Date: May 1, 2004 Index # 501.01 Page 4 of 9

Subject: INMATE GRIEVANCE PROCEDURES

F. The good faith use of, or good faith participation in, the grievance process will not result in
formal or informal reprisals against an inmate. An inmate shall be entitled to pursue,
through the grievance procedure, a complaint that a reprisal occurred as the result of the
filing of a prior grievance.

G. Matters Inappropriate to the Grievance Procedure: If the chairperson determines a matter

to be non-grievabie, the grievant may appeal that decision as outlined in the handbook
TDOC Inmate Grievance Procedures. The grievance process is inappropriate for:

1.

10.

Appealing or seeking review of procedures or punishment imposed under
established disciplinary procedures of the TDOC. These issues may be appealed
pursuant to Policy #502.01 (Privately managed facilities will use Policy #9502.01
until it is incorporated into #502.01.) When this determination is made, the
chairperson shall cite the incident number associated with the disciplinary report.

Appealing decisions or actions of the Board of Probation and Parole or any other
agency outside the TDOC.

Addressing classification matters such as institutional placement and custody level,
which may be appealed through other avenues outlined in the TDOC #400 policy
series, except where policy violations are alleged. Cell assignments not due to a
classification or reclassification are grievable.

Appealing or seeking review of any decision regarding the awarding of sentence
credits. Sentence credit procedures shall be as provided in Policy #505.01.

Seeking monetary compensation for injuries or property loss. Monetary claims
against the TDOC or its employees based upon negligent care of persons or
personal property should be filed with the Tennessee Claims Commission pursuant
to T.C.A. 9-8-101 et seq. Monetary claims by inmates against employees of
privately managed facilities shall be filed with the managing company in
accordance with CCA Policy #14-6.

Addressing questions regarding sentence structures. Such problems should be
addressed to the counselor, institutional records office and Sentence Information
Services (SIS) through established inmate inquiry procedures.

Visitors’ behavior which results in disciplinary action is not grievable by an
inmate.

Diagnoses by medical professionals, medical co-payments when TDOC Policy
#113.15, Section VI. (G) has been adhered to, and requirements of substance abuse
therapeutic programs.

Security Threat Group (STG) program placement which may be appealed as
described in Policy #506.26.

Mail rejection, which may be appealed as described in Policy #507.02.
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H.

Abuse of the Grievance Procedure

1.

Inmates shall not be permitted to submit more than one (1) grievance arising out of
the same or similar incident.

Inmates shall not be permitted to have more than one (1) grievance pending at the
first level of review.

Profanity, insults, and racial slurs, unless an alleged direct quote of another party,
shall not be permitted in grievances. Threats may result in disciplinary action.

Emergency Grievances

L

Grievances deemed to be emergencies shall be expedited. The grievance
chairperson or designee shall immediately bring emergency grievances to the
attention of the appropriate person by whom corrective action may be taken. The
action taken on any emergency grievance may be appealed through expedited
emergency grievance procedures, as outlined in the handbook.

The determination that a grievance is not an emergency may be appealed through
normal grievance procedures.

Records

1.

Records concerning inmate grievances shall be kept confidential. Only the
chairperson shall process grievances after they have been answered by the warden.
Grievance (LIBG) should be available only to employees who have a need for
access because of their assigned duties.

Records shall be kept regarding inmate grievances as detailed in the handbook,
TDOC Inmate Grievance Procedures.

Upon resolution, grievances shall be distributed as indicated on CR-1393 and
entered on Grievance (LIBG). An extra copy of health-related grievances shall be
supplied to the institutional health administrator by the chairperson.

Each institution will submit an annual evaluation of the grievance procedures as outlined in
the handbook, TDOC Inmate Grievance Procedures. Staff preparing these reports may
review actual grievances.

Documentary Evidence: Any TDOC policy referred to in any description of problem or

response shall be cited by number, paragraph and section. Copies of any institutional
policies, post orders, or documents referred to, will accompany all grievances to the third
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level. The grievant shall be fumnished with a copy of all documentation unless deemed
inappropriate by the chairperson for security reasons.

VIL ACA STANDARDS: 4-4016, 44180, 4-4284, and 4-4344.

VIIL EXPIRATION DATE: May 1, 2007.




TENNESSEE DEPARTMENT OF CORRECTION

INMATE GRIEVANCE
NAME NUMBER INSTITUTION & UNIT
DESCRIPTION OF PROBLEM:
REQUESTED SOLUTION:
Signature of Grievant Date
TO BE COMPLETED BY GRIEVANCE CLERK
Grievance Number Date Received Signature Of Grievance Clerk

INMATE GRIEVANCE COMMITTEE'S RESPONSE DUE DATE:

AUTHORIZED EXTENSION:

New Due Date Signature of Grievant

INMATE GRIEVANCE RESPONSE
Summary of Supervisor's Response/Evidence:

Chairperson’s Response and Reason(s):

DATE: CHAIRPERSON:

Do you wish to appeal this response? YES NO
If yes: Sign, date, and return to chairman for processing within five (5) days of receipt of first-level response.

GRIEVANT DATE WITNESS

Distribution Upon Final Resolution:
White - Inmate Grievant Canary — Warden  Pink — Grievance Committee  Goldenrod — Commissioner (if applicable)

CR-1394 (Rev. 3-00) Page 1 of 2 RDA 2244



TENNESSEE DEPARTMENT OF CORRECTION
INMATE GRIEVANCE (continuation sheet)

DESCRIPTION OF PROBLEM:

Distribution Upon Final Resolution:
White - Inmate Grievant Canary — Warden  Pink — Grievance Committee  Goldenrod — Commissioner (if applicable)
CR-1394 (Rev. 3-00) Page 2 of 2 RDA 2244
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TENNESSEE DEPARTMENT OF CORRECTION
INMATE GRIEVANCE RESPONSE
NAME NUMBER INSTITUTION & UNIT GRIEVANCE NUMBER
Summary of Evidence and Testimony Presented to Committee
Inmate Grievance Committee’'s Response and Reasons
DATE CHAIRMAN MEMBER
MEMBER MEMBER MEMBER

Warden's Response:  Agrees with Proposed Response

Disagrees with Proposed Response D
If Disagrees, Reason(s) for Disagreement

Action Taken:
DATE: WARDEN'’S SIGNATURE;
Do you wish to appeal this response? YES NO

if yes: Sign, date, and return to chairman for processing. Grievant may attach supplemental clarification of issues or rebuttal/reaction
to previous responses if so desired.

GRIEVANT DATE WITNESS

Commissioner’s Response and Reason(s):

DATE SIGNATURE

Distribution Upon Final Resolution:
White - Inmate Grievant Canary - Warden  Pink ~ Grievance Committee  Goldenrod - Commissioner

CR-1393 (Rev. 3-00) RDA 2244



TENNESSEE DEPARTMENT OF CORRECTION
RESPONSE OF SUPERVISOR OF GRIEVED EMPLOYEE OR DEPARTMENT

DATE; Please respond to the attached grievance, indicating any action taken.
Date Due:
Grievance Number Inmate Name Inmate Number
SIGNATURE DATE

White - Inmate Grievant Canary — Warden  Pink — Grievance Committee  Goldenrod — Commissioner

CR-3148 (Rev. 3-00) RDA 2244



TDOC INMATE GRIEVANCE PROCEDURES

This handbook, as revised, has been compiled in conjunction with TDOC Policy #501.01, Inmate
Grievance Procedures, and in compliance with federal standards for inmate grievance procedures. The
policy and handbook have been developed with the input of both TDOC and CCA staff and inmates.

The procedures provide a forum where inmates may formally raise concerns over incidents or conditions
that personally affect them and allows complaints to be considered and addressed at both the institutional
and departmental level.

This procedure is most beneficial when used as a means of resolving problems through joint cooperation
of staff and inmates in considering complaints rather than as an adversarial system.

The continued good faith efforts of all persons involved in the inmate grievance procedure is appreciated.

Gt

Quenton 1. White, Commissioner

(Rev. 05/2004) 1



GRIEVANCE PROCEDURE

COMPOSITION OF COMMITTEE

The grievance committee at each hearing shall be made up of five people. They shall include a
chairperson who is a full-time staff member, two other full-time staff members, and two inmates who
shall serve as members.

The grievance committee at the annex may consist of three people, one chairperson who is a full-time
staff member, one other staff member, and one inmate who shall serve as members of the committee.

The actual number of members and alternates elected and their scheduling shall be determined by each
institution and approved by the Assistant Commissioner of Operations as part of the election procedures.

STAFF CHAIRPERSON(S)

The warden shall appoint a chairperson(s) from among the institutional staff to serve a 12-month term
subject to reappointment for a period not to exceed three (3) consecutive years. The chairperson shall be
a non-voting member, unless there is a tie vote, whose function is to facilitate consensus among the
members. The chairperson shall have the full authority of the warden to conduct investigations/hearings,
and all inmates/employees shall appear at the appropriate time for hearings and investigative questioning
at the chairperson's request. The chairperson shall have the authority to ensure grievants that there will be
no retaliation or other reprisals as a result of a grievance. If the chairperson knows of such retaliation,
he/she shall report this to the warden immediately, and shall process any grievance filed by an inmate
alleging reprisal resulting from grievances.

ALTERNATE STAFF CHAIRPERSON

The warden shall appoint (an) alternate chairperson(s) from among the institutional staff to serve as
chairperson in the absence of the regular chairperson, as needed.

STAFF MEMBERS

These individuals shall be voting members of the committee. They shall be elected by the inmate
population from a list of employees nominated by the institutional staff. TRICOR and contract employees
are excluded from serving on the committee. Institutional staff includes all personnel on the institutional
payroll. This list should represent a cross section of the institutional staff, i.e., security, treatment, and
administration. Each staff member shall serve a 12-month term. Staff members shall not be elected to
consecutive terms. An alternate/alternates shall serve when a scheduled staff member/members of the
committee is directly involved in the grievance or is absent or unable to attend the committee meeting.

(Rev. 05/2004) 2



INMATE MEMBERS

These individuals shall be voting members of the committee. They shall be elected by popular vote of the
institutional staff from a list of inmates nominated by the inmate population. Each inmate member shall
serve for 12 months. In case a regular inmate member becomes unable to serve, the alternate who
received the highest number of votes shall replace that regular member. If attrition for any reason reduces
the number of inmate members available for hearings below the required number, an election will be held
to fill vacancies.

The alternates shall not serve unless a regular inmate member is directly or indirectly involved in a
grievance or is unable to attend the meeting. No inmate shall participate in the resolution of any other
inmate's grievance over the objection of the grievant. Such objection shall be made, in writing, to the
chairperson at least 24 hours prior to the scheduled meeting. In such case, the remaining board members
seated for that hearing shall decide the grievance.

The grievant does not have the right to request the participation of members or alternates who were not
duly elected. Any inmate on administrative segregation, or who does not have reasonable movement
inside the prison, shall be ineligible to serve as a member. Any inmate elected to be on the committee
shall possess the below listed qualifications and shall be screened by the chairperson prior to being
elected to committee membership:

L. Desire to serve and ability to receive release from the present job assignment on hearing
days.

2. Has been permanently assigned to the particular institution for at least one year.

3. Has not been convicted of a Class A or Class B or two Class C disciplinary infractions

during the 12 months prior to election. Conviction of one Class A or Class B, or two
Class C disciplinary infractions during an inmate member’s tenure may be grounds for
removal from the committee.

ELECTION PROCEDURE

Every inmate in the assigned count of an institution who is at the institution at the time of the election
shall receive a ballot and shall have the opportunity to vote. Inmates who do not wish to vote shall return
their ballot marked "no vote".

The warden/designee shall establish election procedures for his/her institution and forward them to the
Assistant Commissioner of Operations for approval. Any subsequent revisions to said procedures shall
also be forwarded to the Assistant Commissioner of Operations for approval. The chairperson shall enter
elected committee members’ names on Board/Committee Members (LIBM). The procedure shall ensure
that each inmate and each employee has the opportunity to vote. The election procedures shall be
reviewed annually as shown on page 10, “Review of Procedures”.

Votes shall be counted and certified by current grievance committee members (inmate and staff) and
totals shall be posted for review by the population.

(Rev. 05/2004) 3



REMOVAL FROM THE GRIEVANCE COMMITTEE

A staff committee member may be permanently removed for cause, but only on the recommendation of
the warden with approval of the Assistant Commissioner of Operations. The alternate who received the
most votes in the election shall serve the unexpired term of any removed member.

MATTERS INAPPROPRIATE TO THE GRIEVANCE PROCEDURE

An inmate may not use the department grievance procedure to:

L.

10.
(Rev. 05/2004)

Appeal or seek review of the processing of, or punishment imposed under, established
disciplinary procedures of the Tennessee Department of Correction (TDOC). These
issues may be appealed pursuant to Policy #502.01, Uniform Disciplinary Procedures.
(Privately managed facilities will use #9502.01 until this policy is incorporated into
#502.01.) When this determination is made, the chairperson shall cite the incident
number associated with the disciplinary report.

Appeal decisions or actions of the Board of Probation and Parole or any other agency
outside the TDOC.

Address classification matters such as institutional placement and custody level, which
may be appealed through other avenues outlined in the TDOC #400 policy series.
Alleged violations of classification policies which may not be addressed in classification
appeals may be addressed in the grievance process. Cell assignments or reassignments
not due to a classification or reclassification are grievable.

Appeal or seek review of any decision regarding the awarding of sentence credits.
Sentence credit procedures shall be as provided in Policy #505.01.

Seek monetary compensation for injuries or property loss. Monetary claims against the
department or its employees based upon negligent care of persons or personal property
should be filed with the Tennessee Claims Commission pursuant to T.C.A. $8-101 et
seq. Monetary claims by inmates against employees of privately managed facilities shall
be filed with the managing company in accordance with CCA Policy #14-6.

Address questions regarding sentence structures. Such problems should be raised with an
inmate's counselor, institutional records office, or Sentence Information Services (SIS))
through established inmate inquiry procedures.

Visitors' behavior which results in disciplinary action is not grievable by an inmate.
Diagnosis by medical professionals, medical co-payments when TDOC Policy #113.15,
Section VI. (G) has been adhered to, and requirements of substance abuse therapeutic

programs.

Security Threat Group (STG) program placement, which may be appealed as described in
Policy #506.26.

Mail rejection, which may appealed as described in Policy 507.02.
4



ACCESS TO THE GRIEVANCE PROCEDURE

The institution shall make available grievance forms in each housing unit and at the operations office
which shall be given to any inmate, upon request, by the officer in charge. The institution may also
designate additional locations at which grievance forms are available. Inmates shall have unimpeded
access to grievance forms (CR-1394). If required to ask staff for the form (i.e., an inmate in segregation),
the inmate shall be given the form without question or discussion.

Locked depositories shall be made available to the population at locations to be specified by the
institutions. Forms shall be collected daily by a responsible staff member. Inmates who do not have
access to the grievance depository, i.e., in segregation, medically detained, etc., shall give their completed
grievance forms to any staff member. That staff member is personally obligated to deposit that grievance
in the depository before the end of shift and/or working day. Inmates shall be informed of the grievance
procedure during the orientation period. Copies of Policy #501.01, Inmate Grievance Procedures, and this
handbook shall be placed in the inmate law library, as well as institutional policies concerning inmate
grievance procedures.

Appropriate provisions shall be made to communicate these procedures to non-English speaking,
handicapped, or impaired inmates by staff members. The staff person in charge of aientation shall
ensure that this is accomplished and documented.

INMATE CLERK DUTIES

An inmate clerk may be appointed by the warden to serve a term of one year, subject to reappointment.
This may be a full-time or part-time position. The duties of this clerk, a non-voting grievance committee
member, may include the following:

1. Log all grievances on CR-3516 "Inmate Grievance Log” and maintain in a binder.
2. Forward new grievances to the chairperson.
3. Deliver or mail grievances to which the charperson has responded to the inmate or inform the

grievant that the chairperson's response is available for review by the grievant.
4. Deliver all appealed grievances to the next level of hearing within the institution.
5. Take detailed minutes of each learing, to be submitted with appeals to the warden and/or

Assistant Commissioner of Operations. The grievant and respondent may review the minutes
prior to submission to the Assistant Commissioner of Operations.

6. Perform other related duties as requested by the chairperson.

7. If the grievant or respondent objects to participation by the inmate clerk, this shall be noted at the
top of the grievance and these duties will be performed by the chairperson or another committee
member.

8. The clerk shall not participate in any discussion of grievances with the committee, and shall keep

all grievance information confidential.

(Rev. 05/2004) 5



9. Conviction of a Class A, Class B, or 2 Class C disciplinary infractions in a 12-month period may
be grounds for removal of a grievance clerk.

RECORDS

A written record of all grievances filed shall be maintained by the chairperson in a binder entitled "Inmate
Grievances." This record shall include the following information: inmate name and number, institution
grievance number (if utilized by the institution), TOMIS grievance number, date received, response due
date, brief description of the problem, brief description of disposition, dates of all responses, level
obtained, and action taken, if any, to resolve the problems. The final disposition column of CR-3516 will
reflect one of three resolutions: withdrawn/settled (W), resolved in favor of the inmate (RI), or resolved
not in favor of the inmate (RN).

For all grievances appealed to Level III, the Assistant Commissioner of Operations shall maintain the
following information in a binder: inmate name and number, institution involved, institution grievance
number (if utilized by the institution), TOMIS grievance number, date received, date of disposition, brief
description of the probkm, and response. The final disposition column of CR-3516 will reflect one of

three resolutions: withdrawn/settled (WT), resolved in favor of the inmate (RI), or resolved not in favor of
the inmate (RN).

All grievances, records concerning the participation of an individual in the grievance proceedings, the
above binders, and documentation returned to the chairperson pursuant to Policy #501.01, Section V1.(C)
shall be confidential. They shall be maintained for at least three years from the date of final disposition
and shall be available only to the commissioner, Assistant Commissioner of Operations, Assistant
Commissioner of Operations, warden, their designees, and official inspectors/auditors. No persons other
than the grievant, chairperson, the employee whose actions or department are the subject of the grievance,
and official inspectors/auditors shall have access to the grievance after it has been delivered to the warden
for response. At this point, only the grievance chairperson may handle the grievance as it is processed.

WITHDRAWAL OF GRIEVANCE

Informal resolutions of grievances shall be encouraged. An inmate may make written withdrawal of a
grievance at any level of the procedure. Grievances withdrawn by inmates will be considered settled to
the satisfaction of all parties. The grievance and the notice of withdrawal shall remain on file for review
by the warden, chairperson, and commissioner, or his/her designee.

ADVOCATES

The inmate shall be entitled to assistance from an advocate representative in preparing grievances and
appeals. Participation of an advocate is voluntary or may be a paid job at an institution at the warden’s
discretion.

The advocate must be an inmate with reasonable movement within the perimeter; inmates on

administrative segregation will not be eligible. Death row inmates in program participation Level A may
serve as advocates for other death row inmates.

(Rev. 05/2004) 6



HEARING PROCEDURES

The committee shall adopt procedures for the conduct of its hearings. The warden shall forward a copy of
the procedures to the Assistant Commissioner of Operations for review and approval. These procedures
shall be available to inmates in the institutional law library. These procedures shall be reviewed annually
and submitted with the grievance review report as shown on page 10 “Review of Procedures”. If the
procedures have been revised, an approval signature line will be included for use by the Assistant
Commissioner of Operations. Otherwise, only the cover memo under which these documents are
forwarded will contain a signature line for the Assistant Commissioner of Operations’ use in indicating
his/her annual review has been completed.

EXTENSION OF GRIEVANCES

Each level of review must be conducted within the time limits specified herein. Extensions of such time
limits may be granted only upon an inmate's written request. Unless an extension is granted in writing,
for a fixed period, a grievance which has not been processed within the time guidelines at any level shall
be forwarded to the next level by the chairperson, with the reason(s) for that action noted on the grievance
form.

FIRST LEVEL OF REVIEW

All grievances, with the exception of those alleging Title VI violations, must be submitted on form CR-
1394, Inmate Grievances, with all copies intact and legible within seven (7) calendar days of the
occurrence that gave rise to the complaint. Complaints regarding continuing practices or policy must be
submitted within seven (7) calendar days of the most recent time the inmate was affected. The grievant
shall describe the problem in detail, including times, dates, names, etc., when appropriate. Policies, etc.,
mentioned in the description of problems shall be cited by number, section, and paragraph. Grievances
shall be signed and dated by the grievant at all levels.

The chairperson shall review all grievances or complaints and forward them for action to the first line
supervisor of the employee or department involved in the grievance for the supervisors signed written
response on form CR-3148. The supervisor shall return his/her signed response to the chairperson within
three (3) working days of receipt. The chairperson shall report to the warden any supervisor who fails to
respond within three (3) working days. Resolution will be attempted at that level within seven (7)
working days after the complaint was filed. The supervisor’s response and the chairperson's actions
and/or findings shall be kept on file and logged on Grievance (LIBG). The chairperson will submit
his/her response, which shall include a summary of the supervisor's attached response, any evidence the
investigation has revealed, the chairperson's findings, and the reasons for those findings.

If the grievant disagrees with the response of the chairperson and wishes to appeal, he/she may do so by
checking "ves" and signing and dating the grievance in the space provided. Procedures for allowing
grievants to review Level I responses shall be developed by the institution as part of the institutional
hearing procedure. If he grievant wishes to appeal the Level I response, he/she must notify the
chairperson within five (5) calendar days of being notified of that response.

If more than one inmate files a grievance on the same incident, the hearing and response shall be
consolidated. This shall be noted on the grievance response form.
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Matters deemed to be inappropriate to the grievance process, an abuse of procedure, or non-grievable at
Level 1 may be appealed by the inmate. Such grievances being forwarded to Level III should include
legible copies of the signed response of the supervisor of the employee or area that is the subject of the
grievance, if applicable, and should cite the number and date of the previous grievance, if it has been
appealed to Level 111, or a copy of the previous grievance if it was not appealed to Level IIl. The Assistant
Commissioner of Operations’ office shall then make a final response, and return the grievance to the
chairperson for normal processing, if grievable, or for logging and return to the grievant if non-grievable.
Copies of all grievances deemed inappropriate shall be kept on file at the institution.

Expiration of the time limit for this level shall require the grievance to move to the next level of the
process, unless the grievant has agreed in writing to an extension of the time for a response.

SECOND LEVEL OF REVIEW

Within five (5) working days after the filing of an appeal to Level II, the grievance committee shall
conduct a hearing. The hearing and results shall be logged on Grievance (LIBG). The chairperson shall
notify the inmate grievant and the staff respondent involved of the time, place, and members of the
committee scheduled to participate at least 48 hours prior to the meeting. The hearing shall be scheduled
s0 as to permit the inmate to be present. If the grievant fails to appear at the grievance hearing after
proper notification and without just cause for not appearing, the grievance shall be considered as
dismissed because of an unwillingness of the grievant to participate in the grievance process. The
committee will hear verbal presentation from the grievant, respondents, and their witnesses and review
any pertinent written material. If a hearing is not held within five (5) days, and the grievant refuses to
grant an extension, the grievance shall be forwarded to the warden.

Within five (5) working days of the hearing, the chairperson shall send to the warden the original
complaint of the inmate and the proposed response using form CR-1393, Inmate Grievance Response.
The response shall summarize the investigation conducted, information gathered, testimony to the
committee, the committee's recommendation, and supporting reasons.

If the warden is the subject of the grievance or is directly involved, he/she shall review the grievance,
following the committee hearing and response, and add his/her comments. The warden shall return the
grievance to the chairperson within ten (10) working days of receiving it. The chairperson will then
forward the grievance to the Assistant Commissioner of Operations for response.

If the warden is not directly involved in the grievance, he/she shall review the original complaint of the
inmate and proposed response of the grievance committee. He/she may conduct further investigation and
hearings if such appears useful. Within seven (7) working days of receiving the grievance material, the
warden or designee shall provide written response to the inmate via the chairperson summarizing any
investigation conducted, information gathered, the warden's/designee's decision, and supporting reasons.
The warden/designee shall use form CR-1393. The chairperson shall notify the grievant and respondent
of the response within five (5) working days of receipt of the warden’s response, and allow the grievant to
appeal that response. Failure of staff to comply with a directive by the warden as a result of the warden’s
review of the grievance may result in disciplinary action.

Expiration of the time limit for this level shall entitle the grievant to move to the next level of the process.
If the grievant wishes to appeal, he/she shall indicate this in the space provided, sign, and date the

grievance in the appropriate spaces. The grievant and/or respondent may attach a clarification of the
issues and/or any reaction/rebuttal to the warden's/designee's response.
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Grievances concerning TRICOR issues over which the warden has no line authority shall be forwarded
from the committee to the warden for his/her comments (if any) and then to Level III. The Assistant

Commissioner of Operations shall review, and if necessary, may forward for review/response of the
Executive Director of TRICOR.

THIRD LEVEL OF REVIEW

Appeals to the Assistant Commissioner of Operations must be filed within five (5) calendar days of
receipt of the warden's/designee’s decision by the grievant. The chairperson shall ensure that the Assistant
Commissioner of Operations receives one (1) legible copy of all pertinent written materials and
information, including committee hearing minutes. When the description of problem, or any response,
refers to a departmental policy, it shall be cited by number, section, and paragraph. When an institutional
policy, post order, memorandum, or supporting documentation is referred to, copies shall be attached to
the grievance for review at Level III. All materials sent to Level III on appeal shall be retained at that
level. Only a copy of the Level III response shall be returned to the chairperson and then logged on
Grievance (LIBG). If the institution does not receive a response from a Level Il appeal within the time
limits mandated, the Grievance Chairperson shall contact the Assistant Commissioner of Operations via
e-mail advising that the Level III response has not been received.

A grievance received at Level III that concerns health services, food service, or inmate jobs shall be
reviewed by the appropriate director/inmate jobs specialist for a Level III response and returned to the
Assistant Commissioner of Operations/designee.

The Assistant Commissioner of Operations may either hear the case or review the grievance and make
recommendations. Within twenty-five (25) working days of the date the appeal or referral to Level Il is
received, a written response summarizing any investigation conducted and the decision, with supporting
reasons if that decision differs from the warden's response, shall be returned to the chairperson for
distribution. The Level III response is the final step in the grievance process, and is not appealable.

Failure of institutional staff to comply with a directive of the Assistant Commissioner of Operations as a
result of Level III review may result in disciplinary action. (At privately managed facilities, the Assistant
Commissioner of Operations will make a determination as to appropriate action to be initiated.) The
warden shall be responsible for implementing the final response of all grievances, the resolution of which
call for action to be taken at the institutional level. The action taken shall be noted on form CR-1393,
Inmate Grievance Response, and shall be kept on file in grievance committee records.

EMERGENCY GRIEVANCES

Each institution shall develop procedures for delivering grievances marked "emergency" to the
chairperson or a designee before the end of any shift during which an inmate makes it known that he/she
wishes to file one.

The grievance chairperson or designee shall immediately review any grievance marked "Emergency” to
determine its status. If emergency status is determined, the chairperson/designee will immediately
forward the grievance to the person/level at which corrective action can be taken for immediate
action/response.
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If the grievance is determined not to be an emergency, it shall be logged and processed in the normal
manner. The chairperson must ensure that a grievance is known to be an emergency by the person to
whom it is forwarded for response. Emergency grievances may be handled verbally if the situation
requires. Appropriate documents shall be completed showing actions taken.

If the grievant wishes to appeal the response to a grievance determined to be an emergency, it shall be
forwarded to the warden or designee within 24 hours of that decision. Response shall be made to the
grievant within 24 hours of receipt. Appeals of the warden's/designee's response shall be communicated
within five (5) days to the Level III reviewer for response. That response shall be forwarded to the
chairperson for communication to the grievant within five (5) working days of receipt.

NOTIFICATION

The grievant shall be notified, either verbally or in writing, when a grievance has been sent to another
level of review, or when a grievance is determined not to be an emergency grievance and is to be
processed normally.

GRIEVANCE REGARDING TITLE I (FORMERLY CHAPTER 1) PROGRAM

Federal law requires that every local or state educational agency receiving Title I funds develop and
implement a procedure for the resolution of complaints made by students, parents, teachers, advisory
councils, or other concerned organizations. The TDOC Director of Education shall be provided a copy of
all grievances involving educational issues.

TDOC grievance procedures may be followed to resolve such a grievance or the complaint may be
forwarded directly by the aggrieved to the Tennessee Department of Education Office of Compensatory
Education or to the United States Office of Education under certain circumstances.

GRIEVANCE REGARDING TITLE VI OF THE CIVIL RIGHTS ACT OF 1964

Federal law requires that no person in the United States shall, on the grounds of race, color, or national
origin, be excluded from participation in, be denied the benefits of, or be subjected to discrimination
under any program or activity receiving federal financial assistance.

TDOC grievance procedures shall be utilized to esolve such a grievance filed by an inmate. The
complainant shall have one hundred and eighty (180) days from the alleged triggering event to file a
grievance regarding Title VI. All Title VI complaints shall be indicated on Grievance (LIBG) Option (1),
and should be flagged as such whenever discrimination on the basis of race, color, or national origin is
alleged, regardless of whether the grievant uses the term “Title VI”. All such grievances are to be
forwarded to the Title VI Site Coordinator for review as to appropriateness of Title VI designation at the
same time they are forwarded to the supervisor for Level I response. In cases where the Title VI Site
Coordinator determines that the grievance does not involve Title VI issues, he/she will notify the
grievance board chairperson to remove the Title VI flag from LIBG. This shall be done within one (1)
working day of receipt of such notification by the grievance board chairperson.
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DISTRIBUTION

When a grievance is finalized, copies of CR-1393, CR-1394, and CR-3148 are to be returned to the
grievant, the chairperson, and warden with copies of all related documentation, including committee
hearing minutes. Committee copies of all resolved grievances shall be kept in chronological order
according to the date the grievance was originally filed. An additional copy of all grievances of matters
pertaining to health care will be retained by the health administrator in a separate file. The chairperson
shall be responsible for ensuring that the health administrator receives a copy of all such grievances. The
chairperson shall also notify the respondent, through his/her first-line supervisor, of all final responses.

REVIEW OF PROCEDURES

The warden shall be responsible for ensuring that an evaluation of the credibility and effectiveness of the
grievance procedure is performed annually. Members of the evaluation committee shall include the
grievance committee chairperson and members (staff and inmate), grievance clerk, two inmate council
members chosen by the council, and two staff members chosen by the warden. This committee will
review the implementation of final responses to grievances, and will submit their evaluation and
proposals for changes in the procedure to the Assistant Commissioner of Operations for review (and
approval, when changes in hearing or election procedures are recommended) annually with the second
quarterly report of the fiscal year. A copy shall also be sent to the commissioner’s designee at privately
managed facilities.

INSTITUTIONAL TRANSFERS

An inmate who has filed a grievance and who has a hearing date set should not be transferred, if at all
possible, until the Level Il hearing is complete. If the grievant must be transferred, the chairperson at the
institution where the grievance was filed will conduct an investigation and hearing in the routine manner
in the absence of the grievant. The written responses of the supervisor, chairperson, and committee will
be forwarded to the warden for response. The grievance shall then be forwarded to the chairperson at the
grievant's new location to determine if the grievant wishes to appeal to Level III.

The following procedures will be adhered to if an inmate files a grievance against the sending institution
after he/she is transferred:

1. The chairperson at the grievant’s new (receiving) institution will log the grievance and
forward it to the chairperson at the original (sending) institution.

2. The chairperson at the original institution will obtain the supervisory/Level I response,
will hold an in absentia committee hearing, and will obtain the response of the warden of
the original institution.

3. The chairperson of the original institution will return the grievance to the chairperson at
the new institution, who will determine if the grievant wishes to appeal to Level III. The
grievant, in this way, will be able to attach additional information or rebuttal for
consideration at Level III at the original (sending) institution.
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WAIVER OF LEVEL I FILING TIME LIMIT

In instances in which the grievant has had a 1983 court action continued by a Federal District Court in
order to exhaust administrative remedies, the seven (7) day time guideline for filing a grievance shall be
waived. The grievant must provide documentation to invoke this provision.

ABUSE OF PROCEDURE

Inmates shall not be permitted to submit more than one (1) grievance arising out of the same or similar
incident.

Inmates shall not be permitted to have more than one (1) grievance pending at Level I review. A
grievance improperly submitted under this provision will be logged and held by the grievance clerk until
any grievance previously submitted has been forwarded to the warden for review of the chairperson's
ruling. Time guidelines for grievances held under this provision begin running the day the prior
grievance leaves Level L.

Profanity, racial slurs, or insults shall not be used by the grievant unless necessary, in context, to describe
the complaint. Threats against staff or other inmates may result in disciplinary action.
FORMS

Please refer to Policy #501.01, Inmate Grievance Procedures, for copies of forms to be used in processing
inmate grievances.
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