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Policy:

1) The juvenile grievance process provides a standard method by which residents may seek formal administrative decisions or answers to issues or complaints.  There is at least one level of appeal in this process (3-JDF-3D-08); (115.351).  

2) There are steps to allow for informal resolution of issues through one on one communication with staff and through the Request to Staff process. In incidents of sexual abuse, harassment, or assault, residents may speak directly to a Shift Supervisor or Administrator, or may call the DHS Hotline. (3-JDF-1A-24); (115.351); (115.353).  

Procedures:

1) Request to Staff (115.351)
a) When a resident feels he/she has a concern involving a grievance, they should first try to resolve the matter informally by bringing the concern to the staff’s attention.  Residents may visit with the appropriate supervisory staff and/or utilize the Request for Staff form (Attachment A).  A Detention Officer III or above may talk with the resident to try to resolve their complaint. (3-JDF-1A-24); (115.352)
b) Request to Staff forms are available in all of the dayrooms.

c) Informal resolutions require communicating with staff, including     submitting a “Request to Staff” form, if the complaint is not resolved.  The          informal resolution process should precede submitting a grievance. 

d)  Before submitting a “Request to Staff”, the resident may resolve the complaint by talking with a supervising employee or other appropriate staff.   
e)  If the complaint is not resolved by discussing with staff, the resident must submit a “Request to Staff “form by placing it in the grievance box located in the dining area.
f)  The request must be submitted within three (3) calendar days of the incident.  Only one incident or issue is allowed per form.
g) The resident may utilize only the front and back of the form.  No attachments are allowed.
h) Staff will attempt to resolve the issue and will respond in writing within three (3) working days of receipt to all “Request to Staff” forms being used to attempt informal resolutions.  On the “Request to Staff” forms, staff will document any action taken and will cite or quote applicable detention/bureau procedures.  Staff will retain the original form and return a copy to the resident.
i)  If there has been no response in within five (5) calendar days of submission, the resident may file a grievance to the reviewing authority by placing the completed document in the grievance box located in the dining area.
2) Grievances (115.351) 

a) It is the intent of the Oklahoma County Detention Center to provide a consistent, simple, and expeditious system for the resolution of any grievance which may be filed by a resident. Both the Grievance Policy and Procedures are designed to provide residents with an acceptable mechanism for resolving problem areas. Residents may file a grievance concerning:

i) The substance or application of any written or unwritten policy, rule or regulation; or

ii) Any decision, behavior, or action by any employee or volunteer working within Detention.

b) All grievances shall be handled without threats of reprisal against the individual griever. Any grievance alleging child abuse shall be reported promptly to the Office of Client Advocacy, even if it is also handled through the normal grievance process. If the child is in OJA custody, notify the Office of Advocate General when any grievance is filed. The resolution of all other grievances involving matters inside Detention will follow the same procedure. (115.351)
c) Any grievance, which involves a person or matter outside of the Facility, shall be referred to the appropriate person and will not be dealt with as a Facility grievance.

d) Upon admission, all residents will be informed of the grievance procedure through the issuance of a Resident Handbook and as part of the orientation process.

e) While residents have a right to grieve against anything they perceive to be unfair or mistreatment, facility administrators have the right to set policies and rules regarding daily activities, bedtime, etc.

f) Grievance forms are available in all of the dayrooms. A staff and/or another resident may assist the resident in completing the grievance when requested. The grievance, upon completion, will be placed in the grievance box located in the dining room. (115.351)
g) The grievance officer should meet with the resident to initiate the grievance investigation within 24 hours of receiving the grievance, not including weekends or holidays. 

h) Upon receiving the grievance, the grievance officer will issue the appropriate number. At that point, the grievance officer will have three (3) working days to respond to the grievance. Any exceptions to established policy require the approval of the Facility Administrator. Documentation of the attempt to resolve the grievance, whether successful or not, will be signed by the resident and the grievance officer on the Statement of Grievance and Resolution Form (see attachment B). When the grievance is resolved at this level, or any level, the resident will be given a copy of the resolution. A copy will also be placed in his/her file as well as copy to the Facility Administrator.
i) If the grievance is not resolved at that level, it will be forwarded to the Assistant Facility Administrator- Operations. If the grievance is a school related issue, it will be appealed to the Assistant Facility Administrator- Administrative Services. There must be an attempt toward resolution within seven (7) days excluding weekends or holidays.

j)  If the Assistant Facility Administrator and the resident are unable to resolve the grievance, the matter may be appealed to the Facility Administrator.  The Facility Administrator will initiate the appeal by meeting with the resident to further attempt to negotiate the matter. The matter will be resolved within ten (10) days excluding weekends and holidays of notification to the Facility Administrator except when unusual circumstances require additional delay. In such cases, the reason for any delay will be explained to the resident. The Facility Administrator and the resident will record the result of the appeal on the Grievance and Resolution Form which will be signed. The resident will receive a copy of the final decision.  If it is a school related issue, it will be appealed to the Oklahoma City Public School District Principal. 

k) Whenever it is clearly established that the grievance was the result of a staff person’s failure to follow approved policy or procedure, this information will be forwarded to their supervisor for appropriate action.
l) The reviewing authority will cite and quote the appropriate policy, procedures, and/or statutes and will state the specific findings of fact, conclusions, and all actions taken by the reviewing authority to investigate and resolve the complaint.
m) The reviewing authority will either grant or deny the grievance in whole or in part, and if granted, will provide the appropriate remedy and due date.
n)  A legible copy of the grievance, the response, and all paperwork submitted will be returned to the resident.  The original of all paperwork will be retained by the reviewing authority. 
o) The resident will sign and date the response acknowledging receipt of the document.
p)  If the resident is not satisfied with the decision of the Facility Administrator, he/she shall have their rights as to law.
q) Final disposition of all grievances will be recorded on the Grievance Log (See attachment C).
r) Grievances rendered moot by the offender leaving detention will not require a response unless the issues are determined to be relevant by the Facility Administrator.
s)  Emergency Grievances are complaints which allege irreparable harm or personal injury may occur.   The regular grievance process will be unable to address in a timely preventative manner.  The word “emergency” will be written at the top of the grievance form before submission. 
t) Sensitive Grievances are complaints of a sensitive nature in which the complaint alleges misconduct by a staff member who either directly supervises the offender or is the reviewing authority.  The word “sensitive” will be written at the top of the grievance form before submission.
u)  Emergency and Sensitive grievances will be forwarded to either the Assistant Facility Administrator- Operations or the Facility Administrator for immediate resolution.  Grievances written and submitted as emergency or sensitive will be reviewed as quickly as possible, but within 24 hours, to determine if it is in fact an emergency or sensitive in nature.  There will be an expedited review and a response provided to the resident within 48 hours, except weekends and holidays, upon the determination of an emergency or sensitive grievance by the Facility Administrator or Assistant Facility Administrator- Operations.
v)  In instances where the review deems the grievance to not be an emergency or sensitive, the grievance will be returned to the resident with the notification that the grievance is not an emergency or sensitive and the standard grievance process will be followed.
w) There no time limits on the submission of sexual abuse/assault grievances. (115.352)

x) Outside parties who want to report allegation of sexual abuse will contact the Facility Administrator who will forward the allegation to Internal Affairs. (115.352)

3) Confidentiality 

a) All grievances will be treated as restricted and will be maintained by the YGS staff person designated as the Grievance/ Request to Staff responder in a file separate from the resident file.  Access will be limited to those staff who need to know the information for the performance of their duties.
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