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Article 15.—Grievance Procedure for Inmates

44-15-102. Procedure.
(a) Grievance step one: preliminary requirement; informal resolution and problem

solving at unit team level.
(1) Each inmate shall first seek information, advice, or help on any matter from the

inmate's unit team, or from a member of the team. If unable to solve the problem, the
unit team shall refer the inmate to the proper office or department. The unit team shall
assist those inmates who are unable to complete the form themselves.

(2) If an inmate does not receive a response from the unit team within 10 calendar
days, a grievance report may be sent to the warden without the unit team signature or
signatures. Each grievance report form shall include an explanation of the absence of
the signature or signatures.

(b) Grievance step two: complaint to the warden. If any inmate receives a response
but does not obtain a satisfactory solution to the problem through the informal resolution
process within 10 calendar days, the inmate may fill out an inmate grievance report form
and submit it, within three calendar days after the deadline for informal resolution, to a
staff member for transmittal to the warden.

(1) The inmate shall attach a copy of each inmate request form used to attempt to
solve the problem and shall indicate on the inmate grievance report the following
information:

(A) A specific complaint that states what or who is the subject of the complaint,
related dates and places, and what effect the situation, problem, or person is having on
the inmate that makes the complaint necessary;

(B) the title and number, if possible, of any order or regulation that could be the
subject of the complaint;

(C) the action that the inmate wants the warden to take to solve the problem;



(D) the name and signature of the responsible institution employee or employees or
of the parole officer from whom the inmate sought assistance. This signature shall be on
either an inmate request form or the grievance report form. The date on which the help
was sought shall be entered by the employee on the form; and

(E) the date on which the completed grievance report was delivered to the staff
member for transmittal to the office of the warden.

(2) The staff member shall forward the report to the warden before the end of the
next working day and shall give a receipt to the inmate.

(3) Warden's response.
(A) (i) Upon receipt of each grievance report form, a serial number shall be assigned

by the warden or designee, and the date of receipt shall be indicated on the form by the
warden or designee. The nature of the grievance shall be ascertained by the warden or
designee.

(ii) Each inmate grievance shall be returned to the inmate, with an answer, within 10
working days from the date of receipt.

(B) Each answer shall contain findings of fact, conclusions drawn, the reasons for
those conclusions, and the action taken by the warden. Each answer shall inform the
inmate that the inmate may appeal by submitting the appropriate form to the secretary
of corrections.

(C) In all cases, the original and one copy of the grievance report shall be returned
by the warden to the inmate. The copy shall be retained by the inmate for the inmate's
files. The original may be used for appeal to the secretary if the inmate desires. The
necessary copies shall be provided by the warden.

(D) A second copy shall be retained by the warden.
(E) Each facility shall maintain a file on grievance reports indexed by inmate name

and subject matter. Grievance report forms shall not be placed in the inmate's institution
file.

(F) Any grievance report form may be rejected by the warden if the form does not
document any unit team action as required for the preliminary informal resolution
process. The grievance report form shall then be sent back to the unit team for an
immediate answer to the inmate.



(G) If no response is received from the warden in the time allowed, any grievance
may be sent by an inmate to the secretary of corrections with an explanation of the
reason for the delay.

(c) Grievance step three: appeal to the secretary of corrections.
(1) If the warden's answer is not satisfactory, the inmate may appeal to the

secretary's office by indicating on the grievance appeal form exactly what the inmate is
displeased with and what action the inmate believes the secretary should take. The
inmate's appeal shall be made within three calendar days of receipt of the warden's
decision, or within three calendar days of the deadline for that decision, whichever is
earlier.

(2) The appeal shall then be sent directly and promptly by U.S. mail to the
department of corrections central office in Topeka.

(3) When an appeal of the warden's decision is made to the secretary, the secretary
shall then have 20 working days from receipt to return the grievance report form to the
inmate with an answer. The answer shall include findings of fact, conclusions made,
and actions taken.

(4) If a grievance report form is submitted to the secretary without prior action by the
warden, the form may be returned to the warden. If the warden did not respond in a
timely manner, the form shall be accepted by the secretary.

(5) An appropriate official may be designated by the secretary to prepare the
answer.

(d) General provisions: page limits; partial responses; repetitive filings.
(1) At each step of the grievance procedure, the total number of pages of inmate

grievance text shall not exceed 10 pages. Text appearing on the front and back of a
page shall count as two pages. Any page of text beyond 10 pages shall not be
considered when determining the merits of the grievance.

(2) Responding to parts of grievances that are procedurally or substantively
appropriate shall not constitute a waiver of defects with the remaining parts of the
grievance that are not procedurally or substantively appropriate.

(3) No offender shall abuse the grievance system by repeatedly filing the same
complaint.



(A) Each offender who has been identified as being abusive of the grievance system
by filing the same complaint on more than one occasion shall be notified in writing of
this finding by the warden or secretary's designee responsible for responding to inmate
grievance appeals who receives the repeated filing.

(i) The notification shall be given at the time of the repeated filing.
(ii) The repeated filing shall be returned to the offender with the notification but

without further substantive response.
(iii) The notification shall contain reference to the matter of which the grievance is

repetitive.
(B) If, following this notification, an offender continues to file the same complaint, the

warden or secretary's designee may make application to the secretary to impose
sanctions to remedy the abuse.

(C) Upon the finding by the secretary of an abusive filing, a fee of not more than five
dollars may be imposed on the offender.

(D) Any application for sanctions submitted to the secretary by a warden or
secretary's designee for consideration may be referred by the secretary to a designee
other than a person responsible for responding to grievance or grievance appeals.
(Authorized by and implementing K.S.A. 75-5210, K.S.A. 75-5251; effective May 1,
1980; amended May 1, 1984; amended May 1, 1985; amended May 1, 1988; amended
April 20, 1992; amended Feb. 15, 2002; amended June 1, 2007.)
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