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Keep an eye out for stars throughout the
guides. Stars point out important deadlines
and timelines!

614 Columbia Rd
Dorchester, MA 02125

File your grievances carefully. Mistakes and missed
steps can keep you from court. If you make a mistake
following the grievance procedure, try again. You may
be able to fix it!
DO YOUR BEST. We know sometimes you cannot complete all
the steps because they are too difficult or the system is not
working. Courts might understand too, if you have done your best
to complete all the steps.
ALWAYS KEEP A COPY of everything you
write and submit. A copy can be proof you did
the step correctly. KEEP A COPY OF
RESPONSES from the prison too. A copy can
show what steps the prison asked you to take.

You MUST complete all steps of the
grievance procedure before going to
court. Do the best you can!
IF YOU HAVE QUESTIONS ask a friend for help.
Look at the guide. Go to the library.

“From where I am now, I still think of all of you. When I
leave this place . . . I will still think of all of you. And to
anyone who finds themselves feeling alone behind bars,
know that there is a network of us who are thinking of
you. You will never be forgotten.”
– Chelsea Manning, The Guardian, Feb. 13, 2017

Prisons do not always fix or respond to grievances.
IT IS STILL IMPORTANT to grieve. It is the only
way you will be able to sue.
Even if the problem is not solved, the grievance will
help by CREATING A RECORD of what has
happened. Your file will TELL A STORY.
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Prisons track grievances by type. Data can be
made PUBLIC so people can see and study what
has being going on in the prison. Free world allies
can advocate based on the data.

STEP 1: FILE INFORMAL COMPLAINT
WITH STAFF SUPERVISOR
Send the two copies of the form (yellow &
white sheets) to the supervisor of the staff
member responsible for the grievance. Send
the pink sheet to the Inspector of Institutional
Services.
You have 14 days after the incident to do
this.
The staff member should respond in writing
in 7 days. If you do not get a response, kite
the inspector or stop by their office. If after 4
days you do not get a response, move to
step 2.

STEP 2: SUBMIT FORMAL
GRIEVANCE TO INSPECTOR
Kite the Inspector for a form. After you fill
out the form, send it to the Inspector.
You have 14 days after receiving a
response to the informal complaint to
do this.
The Inspector should respond in 14
days. If you do not get a response, move
to step 3 below.
STEP 3: SUBMIT AN APPEAL
TO THE CHIEF INSPECTOR
Kite the Inspector for a
grievance form. After you fill out
the form, send it to the Chief
Inspector's office.
You have 14 days after
receiving a response to the
formal grievance to do this.

EMERGENCY GRIEVANCE
File an Emergency Grievance with the Inspector of
Institutional Services (IIS). If you think your grievance
needs to be answered right away, send the grievance to
the IIS. Skip the informal step.
I FINISHED THE GRIEVANCE PROCEDURE. NOW
WHAT?
Did you send an appeal to the Chief Inspector?
Have you waited 30 days since sending the appeal?

YES
If you answered
"Yes" to both, you
are done with the
Grievance
Procedure.
You can file a
complaint to go to
court.

NO
If you answered NO, you are
NOT done with the Procedure.
You must wait
30 days until
you can file a complaint. You will
need:
1. Affidavit that says you
finished the grievance
procedure
2. Copy of the Chief Inspector's
written decision

DIRECT GRIEVANCE
Submit grievance directly to Chief
Inspector, if you think the Inspector or
Warden broke a rule or let someone
else break a rule.
You have 30 days to do this.
WHAT IS AN AFFIDAVIT?
It is a document that needs to notarized. It can
be notarized in the law library. If you have gone
to court in the past 5 years, you will also need
to list these cases in another Affidavit.

PREA is a law passed in 2003 that makes it clear that sexual harassment, abuse, and rape in
prison is not okay. PREA tells guards which searches are okay.
Not all states follow PREA. Ohio does.
We recognize that PREA can be used as a tool by guards to target LGBTQ and HIV+ prisoners.
We also hope that prisoners can use the PREA mandates to reduce harm after an assault.

Some high-level people, like the warden, can't be sued because of "sovereign immunity.”
There are two ways to get around sovereign immunity: 1) start the suit in the Court of Claims
and, 2) sue in federal court. Federal court requires a violation of your constitutional rights.

If you are placed in administrative
The prison must get your permission before they use a rape kit.
confinement due to fear of prison staff,
If you are trans, you should be able to shower separately from other prisoners.
while the investigation pends, you shall not
PREA grants no "private right of action." If you try to sue using only PREA, the case will be thrown
be held for more than 15 working days
out. You need to use another law or constitutional right like the eighth amendment.
(unless an extension of 5 working days is
PREA can be used as evidence in court cases, but you cannot sue under it alone.
granted).
If you are placed in administrative
confinement, you shall be told the reason
A strip search to figure out what body parts you have for
violates
placement,
PREA.and you will be able to give a
A search performed by a guard of a different gender violates
verbal and
PREA.
written statements.
Medical staff of any gender can search you.
In emergencies, guards of different genders can search you.

