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Applicable to: Headquarters, State Use |Industries, and
all Division of Correction Institutions

Pur pose: To establish institutional procedures for
required actions follow ng an inmate gri evance
heari ng.

V. Definitions:

A. Administrative law judge ("ALJ"): An individual appointed by the
chief judge of the OAH enpowered to issue subpoenas, adm nister
oat hs and presi de over hearings.

B. Court Order: Decision of a court or judge nade or entered in
writing

C. Fi nal O der:

1. A decision of the Executive Director of the Inmate
Gievance Ofice dismssing the grievance as "on
its face wholly lacking in nerit"; or,

2. The decision of an adm nistrative |aw judge which
has concl uded that the grievance is wi thout nerit;
or,

3. A decision rendered by the Secretary of DPSCS
after review ng a proposed neritorious Order of an
adm nistrative |law judge finding the grievance
nmeritorious in whole or part.

D. Gievance: A conpl aint made by an inmate to the
Inmate Gievance Ofice.
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E. Gievance case file: Al docunents pertaining to the
i nmat e grievance case which are maintai ned by the
representative.

Policy: It is the policy of the D vision of Correction that post-
heari ng actions be acconplished consistent with established tine
franmes.

Pr ocedur e:

A. Upon the conclusion of the |1GO hearing, the
representative shall

1. ensure that an entry is made on the progress sheet in the
inmate base file indicating the date on which the grievance
was heard and the nanme of the presiding ALJ;

2. pronptly return the inmate base file to the case
managenent departnent;

3. place the grievance case file in a |locked filing
cabi net and arrange al phabetically by the grievant's |ast
namne;

4. retain the grievance case file for at |east four years.

B. Upon receipt of the witten decision fromOAH resulting in a
dism ssal, the representative shall ensure that:

1. the disposition of the hearing is entered onto Screen 15
consistent wth the procedures established in DCD 180-002 and
the instructions contained in the Manual for Inmate Gievance
Represent ati ves;

2. copies of the decision are distributed as
fol |l ows:

(a) one copy to the inmate base file,
(b) one copy to the grievance case file.
C. Upon receipt of the Secretary's final Order of a

meritorious or in part neritorious decision, the
representative shall
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1. reviewthe Oder to determne if the institution
is responsible for conpliance and, if so, take
steps necessary to ensure conpliance with the
Or der;

2. prepare a letter of response for the
Comm ssioner's signature to the Secretary advi sing
of the steps taken to conply with the O der,
forwarding the letter to the warden for review
The letter of response should follow the format as
determ ned by the headquarters coordi nator;

3. forward the letter of response to the coordinator
Wi thin the prescribed tine frane.

Upon recei pt of the copy of the Comm ssioner's signed |etter of
response, the representative shall enter the disposition onto
Screen 15 and ensure that copies of the decision are

di stributed as foll ows:

1. one copy to the inmate base file, and
2. one copy to the grievance case file.

When an | GO Order directs a new disciplinary hearing,
the representative, in order to avoid the duplicate
recordi ng of adjustnent information, shall ensure that
the original report remains recorded on OBSCI S |
Screen 8, Maintain Infraction Data, but is nodified to
reflect the results of the new disciplinary hearing.

1. Al newdisciplinary hearing information (i.e.,date
of new hearing, sanctions inposed, rule violations, etc.)
shall be recorded on the original report.

2. The 1 GO nunber shall be recorded on the original
report along with a notation indicating that the
nodi fications are a result of the | GO deci sion.
2. The original date and tine of the infraction along with
any other pertinent information shall renmain recorded on the
original report.
Expungenent of Records:

If the final Order requires the expungenent of records, the
representative shall ensure that:
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t he headquarters data processing unit is notified of what
information on OBSCIS |, Screen 8, Maintain Infraction Data,
is to be del eted;

any material contained in the base file concerning the
i nstant grievance is bl ocked out/renoved;

a notation is nmade next to the deleted portion stating
"Expunged per |1 GO Order No. on
(date)";

the expunged material is placed in a separate fol der bearing
the inmate's nanme, Division nunmber and | GO case nunber;

the material is placed in a |ocked filing cabinet used for
the storage of expunged records.

| nmat e Personal Property Cases:

1.

The O fice of the Secretary will initiate conpliance wth a
final Order that directs nonetary reinbursenent to the
inmate for |oss, danage, or destruction of personal
property. No letter of response fromthe institution is
required.

An Order directing conpensation for conmm ssary | osses, the
repl acenent of funds in the grievant's account, the
replacenent of property itens fromthe institution's
inventory, etc., will not be initiated by the Ofice of the
Secretary. Aletter of response fromthe institution is
required.

An Order that directs that certain property itens
be replaced, or if replacenent is not possible
that the grievant be reinbursed for the property,
requires a letter of response.

(a) If the property is replaced the letter wll
so indicate.

(b) If the property cannot be replaced, the letter of
response shall request that the specified anount for
rei mbur senent be di sbursed from dedi cated funds set
aside at the Secretary's |level for the awardi ng of
such property clains.
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H. A letter of response is required where an Order has been
reversed, etc., and requires no further action. In such a case,
the letter of response should state "To the extent no action is
requi red, none will be taken". The case then will be considered
cl osed.

Court Orders:

1. Upon review of a Court Order fromthe Deputy Comm ssioner
which resulted froman i nmate grievance deci sion appeal ed to
a circuit court, the warden shall take steps necessary to
conply with the Order.

2. The warden shall ensure that the witten
certification of conpliance with the Order is forwarded to
the coordinator within the specified tine frame and that the
inmate is notified of the action taken.

3. A copy of the Court Order and the institutional
response shall be distributed as foll ows:
(a) one copy to the inmate base file; and
(b) one copy to the grievance case file.

J. No institutional directive is required.
VII. Attachnent: None
VIIl. Rescission: DCD 180- 004 dated Novenber 1, 1994

Di stribution:

A
C
L
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