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BUREAU DIRECTIVE:
It is the practice of the Youth Community Correas (YCC) bureau to provide youth a grievance
and appeal process to resolve complaints and rafjeged violations in a timely and confidential
manner. This procedure will be reviewed annuallg apdated as needed.

DEFINITIONS:

Administrator - the official, regardless of local title (adminigtyg warden, superintendent),
ultimately responsible for the division, facility program operation and management.

Grievance - an individual complaint filed by a youth or tisf parent(s), guardian(s),
custodian(s), or their representative(s) concersurigect matter as outlined in this policy.

Grievance Coordinator — the staff member assigned to administer, ingat#i and respond to
youth grievances. The responsibilities of thisifpms may also apply to that person’s designee.

| nformal Resolution - is verbal or written contact with the appropeiataff to whom the
grievance relates or his/her immediate supervisor.

Program — any youth correctional facility or community-lkedsprogram operated under
Department jurisdiction or contract.

PROCEDURES:
A. General Provisions
1. Every youth is entitled to use the grievance praced The grievance procedure

and form YCC 60-12 (A] will be available to youth and their families tire
Department’s internet site, or, upon request byl lsapy. The Juvenile Parole
Officer (JPO) will give the youth and parent(s)agiian(s), custodian(s) or their
representative(s) a copy of proced¥@C 60-12andForm 60-1 (A)or the
internet addresisttp://www.cor.mt.gov/YouthServices/default.mcaitxthe initial
parole orientation meeting. The youth and pargng(sardian(s), custodian(s), or
their representative(s) will sign the parole agresnacknowledging they have
received the document or the internet address.
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2.

The YCC bureau will obtain interpretive servicesddanguage other than
English, if spoken by a significant portion of theuth population and provide
appropriate assistance to handicapped youth irr tihdethey may understand and
complete the necessary forms.

Each YCC bureau staff member will review this paha®e upon hire, have the
opportunity to ask questions, and the questionaldHze answered within one
month. It will be available to all staff membeilia the Department’s internet site
and the YCC intranet site.

Retaliation or reprisal against a youth for goathfase of the grievance procedure
will not be allowed. For the purpose of this pridaee, retaliation is defined as
action (or threat of action) against anyone fordytath use of, or participation in,
the grievance procedure.

Upon request of the youth, a JPO or other staBg@emay assist him/her in
drafting his/her grievance. The grievance shoeldrénsmitted without alteration,
interference, or delay to the party responsibledoriving and investigating
grievances.

No copies of any grievances will be placed in thatii’'s main file.

Time limits for answering grievances at each stepsat forth in this procedure. |If
a complaint is not answered within the deadline,ghevant may file at the next
higher level. The period of time referred to fatian by the reviewing officials
may be extended if findings indicate the initiatipd is insufficient to make an
appropriate decision. Extension of time will bentounicated in writing to the
grievant. Appeals not submitted within the esti#d time frame will result in
forfeiture of the remaining appeal process.

B. Grievablelssues - Include But Are Not Limited To:

Policies, rules, and procedures enforced by the ¥@€au.

Reprisals or retaliatory actions against the gnévar filing a grievance under the
offender grievance procedure.

Actions of either youth or staff that directly afte the grievant and are not
covered by part C below.

Concerns dealing with personal needs and services.

Staff misconduct.
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Non-Grievable |l ssues - Include But AreNot Limited To:

1. Any process with an established formalized appeead\dew process.
a. On-site hearings
2. Actions of persons outside the jurisdiction of ¥@C bureau
a. State or Federal laws
b. Court decisions
3. The professional actions of an employee who isgperihg the duties assigned to

them by the bureau.

a. Examples:
I. A staff member conducting a search
il. youth placement committee

b. This does not prevent the youth from grieving alafsauthority, the
policy/rule/procedure that gives staff the authorit do what they do, or
unprofessional behavior on the part of the statheperformance of their
assigned duties.

I nformal Resolution

Because legitimate grievances can be resolvednaity much quicker in most instances
than through the written, formal grievance procegattempts at informal resolution by
the youth are mandatory. If the youth is not §atiswith the results of his/her attempts at
informal resolution and wishes to continue with ¢hivance procedure, he/she may file a
grievance with the YCC bureau chief (or designeepfocessing. The grievance must
include the results of efforts at an informal resioin. Failure to document on the
grievance form the attempts conducted to reachmmdbresolution will result in the
grievance being returned to the youth with a wmittesponse from the YCC bureau chief
(or designee) indicating informal resolution was mated and it will not be processed as
is. This response cannot be appealed; howeveigwagce may be resubmitted once
informal resolution has been attempted and notetth@igrievance form. The YCC
bureau chief (or designee) must receive the redtgxhgrievance within ten working

days of the return of the original grievararethe grievance will not be processed any
further.

Remedies
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The grievance procedure will afford a grievanteamingful remedy to valid grievances.
The scope of available administrative remediesaadh and should be applied on a case-
by-case basis. Possible remedies include butaremted to:

1. Modification of policy or practice;

2. Replacement, restoration of, or restitution forspeal property;

3. Assurance that deprivation of necessary care ar@lhuse should not recur;

4. Other remedies that will meaningfully solve thelgem presented.

F. Abuse of the Grievance Procedure:

1. Grievances containing profanity, threats, or alarsdemeaning language are
abusive of the procedure. The grievance will herreed to the youth, noting the
abuse, and stating that it will not be processedfarther.

2. When an individual submits multiple grievances refeing a particular issue and
the issue has been previously addressed througiritv@nce process, he/she is
abusing the procedure. The grievance will be netdito the youth, noting the
abuse, and stating that it will not be processegdfarther.

3. A youth may resubmit angejected grievances with the noted errors cordecte

G. Processing of Grievances.

The YCC bureau chief (or designee) will, aftedecting grievances, record them in a log.
Prior to processing the grievances, they will becged for validity by ensuring that the
following information is documented in a legiblérasghtforward, and concise manner
and that the issue is grievable and is not abusive.

1.

2.

Date of the grievance

Grievant’'s name

Grievant’s mailing address

A description of the problem, including the datel &me the incident occurred
The action requested by the youth

Documentation of attempts to resolve the grievan@n informal manner
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7. Names of witnesses to the incident (if any)
8. Grievant’s signature

Each invalid grievance will be returned to the yowith a written statement as to why it
is invalid and was not processed. The youth msaylmit the grievance with the
appropriate corrections, but must do so withinvienking daysor the grievance may not
be processed.

If the grievance is determined to be valid, the Yli@€eau chief (or designee), following
an investigation, will send two copies of the resoto the grievant.

If the grievant is satisfied with the remediesddsin the bureau chief's response, this will
be noted on the one copy of the response and estuothe bureau chief. Responses that
are not received by the bureau chief within tenkivay days of being sent to the youth

will be considered as a satisfactory remedy ofpttudlem.

If the grievant wishes to appeal the responseeM@C bureau chief, he/she may indicate
this desire on the form and return it to the yaehvices division administrator within ten
working days of receipt.

H. Steps of the Process:

Step #1:
The JPO will instruct the youth and parent(s), digar(s), custodian(s) or their

representative(s) how to access this procedure@mternet and, if requested, provide a
copy of this procedure andCC 60-12 (A), Montana Juvenile Parole Youth Griese
Format the initial parole orientation meeting. Theitroand parent(s), guardian(s),
custodian(s) or their representative(s) will sige parole agreement acknowledging they
can access the internet or have received a copy.

Step #2:
Informal Resolution (refer to item Ill. D. of thpgocedure)

Step #3:
Filing a Grievance:

1. The youth will submit a written statement of hig/gevance by filling out a
grievance form and sending it to the YCC bureaefdlar designee). These forms
are available in the parole orientation packeterinternet from a parole officer.
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2. The grievance statement should be simple and btfargvard. A legal or
technical argument is not necessary. The statemest be written in the area
given on the form.

3. Grievances must be submitted within five workingslaf the grieved incident’s
occurrence.Failure to submit a grievance in this time framik be grounds for
dismissing the grievance. A grievance concernipglecy or practice may be
filed any time, so long as the grievant is persgreffected by that policy or
practice.

Step #4
Youth will send the grievance to the YCC bureawetfor designee). The bureau chief

(or designee) will log and check the grievanceviidity. Invalid grievances will be
returned to the grievant. An emergency grievanidldo@ sent by the fastest method
available to the YCC bureau chief. In that pers@bsence, it will be sent to the Youth
Services Division (YSD) administrator. In thatividual’s absence, it will be sent to the
Department’s director.

Alleged reprisals will be reviewed by an individumat under the control of the YCC
bureau.

Step #5
The YCC bureau chief (or designee) will investigedéd grievances within ten working

days of receipt of the grievance. If an extensanrésponse is necessary, the YCC bureau
chief (or designee) will complete an extensiongioevance response form, stating why
the extension is necessary and noting a projectdal response (not to exceed ten
working days). The YCC bureau chief (or designvad)send a copy of the extension

form to the youth

Step #6
The YCC bureau chief (or designee) will send twpies of the response to the grievant,

who will sign them, indicate whether he/she issSed with the response or desires to
appeal the response. Reasons for the appealenibted appropriately on the form. The
youth must send this appeal to the YSD administraithin ten working days of the date
of the bureau chief’s response.

Step #7
The YSD administrator should respond to the appéain ten working days of receipt

Record Keeping:

1. Records regarding the filing and disposition oegances will be collected and
maintained. These records will include: a log simgvthe name of the grievant,
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case number, dates of initial submission and gfaeses at each level, general
content/description of the problem grieved, angalition of grievance at each
level. The YCC bureau chief (or designee) willregponsible for maintaining a
file on all grievances. A copy of all grievancappeals, and materials resulting
from investigations will be kept. The youth widlaeive a copy of the grievance
and the appeal responses. Files will be kept cordefor a three-year period
following the final disposition of the grievance.

2. Monthly Grievance Reports

a. The YCC bureau chief (or designee) will documemg\gince activity and
submit reportsYCC 60-12 (D), Monthly Grievance Repptod the YSD
administrator each month that include the followdaga:
I. number of informal resolutions filed;
il total number of formal grievances filed;
iii. number filed by category, e.g., standard or emeargen
V. number pending final dispositions;
V. number filed by type of complaint, e.g., meals, roakl living

conditions;
Vi. number filed against staff member;
Vii. number filed by youth location, i.e., living unit;
viii.  number filed by department/unit grieved;
IX. number and reason grievance not processed, eugivabdanguage,
exceeds limit;

X. number granted for investigation; and
Xi. number and reason grievance denied.

b. The YCC bureau chief will also document and inclagpeal activity in
the monthly reports to administrators that include:
I. number of first level appeals granted, denied,amding; and
il. number appeals for independent review grantededeor pending.

C. The YSD administrator will ensure that the montitievance reports are
retained by the program for at least three yedlsviong the final
grievance disposition.

3. Supervisory Review of the Grievance Program

a. The YSD administrator will review the monthly graawe reports, analyze
the collected data, and address corrective adtiannbay be required to
improve facility operations and/or parole services.

b. Each facility and program administrator will comglean annual grievance

program report that summarizes the conclusionsermmmendations
from monthly reviews and submit it to the Departtgirector.
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VI.

C. Monthly and annual reports provide an internal adstiative means at the
facility/program and Department director level naty to evaluate youth
complaints, but also to identify and resolve patdlytproblematic
management areas that, when addressed, will futieddepartment’s
mission and goals.

J. Comments and Suggestions:

Youth and employees wishing to comment on thecéffeness and the credibility of the
YCC bureau grievance procedure may submit theitevriconcerns and suggestions to
the YCC bureau chief.

CLOSING:

Questions concerning this procedure should betideto the youth community corrections
bureau chief.

REFERENCES:

53-1-203, MCA Powers and Duties of the Department of Corrections
DOC 3.3.3 Offender Grievance Procedures

ATTACHMENTS:

YCC 60-12 (A) Montana Juvenile Parole Youth Gries&@form

YCC 60-12 (B) Juvenile Parole Extension for Gries@Response Form
YCC 60-12 (C) Grievance Log

YCC 60-12 (D) Monthly Grievance Report




