PART I DEPARTMENT OF PERSONNEL SERVICES 3.556
STATE OF HAWATT

Class Specifications
for the Class:

INMATE GRIEVANCE SPECIALIST

Duties Summary:

Responsible for the proper functioning of the formal inmate
grievance and appeals process for a correctional facility of
considerable size and scope; and performs other related duties as
assigned.

Distinguishing Characteristics:

This class reflects responsibility for providing inmate
grievance and appeal services at a correctional facility of
considerable size and scope, such as Halawa Correctional Facility,
characterized by a large inmate population and an actively
utilized inmate grievance and appeals program. Such
responsibility involves reviewing, evaluating and ensuring the
timely and adequate disposition of all grievances and appeals
filed by inmates and referring grievances to correctional facility
staff for appropriate action and response; interacting with
inmate, correctional facility staff and the Attorney General, to
bring about understanding and grievance resolution; and applying
Judgment in the evaluation of grievances relative to the overall
operations and policies of the facility and applicable laws,
policies and regulations.

A position in this class is physically located at a
correctional facility and works under the general supervision of
the Corrections Division Grievance Officer who has overall
responsibility for the program.

The work is performed within a framework of established
standards, policies and procedures which are governed by federal
and State laws, rules and regulations.

Example of Duties:

Provides inmate grievance and appeal services for a
correctional facility; maintains records on a computerized system
of all grievances filed; reviews and refers grievances to the
appropriate program office for response, fact finding and
resolution; monitors progress, reviews responses and conducts
necessary follow up with staff to insure proper disposition within
specified time limits; encourages informal resolutions of inmate
grievances; forwards emergency grievances to the Facility
Administrator for immediate response; posts proposed changes to
facility policies to solicit inmate and staff comments; recommends
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policy, program or procedural changes to the Facility
Administrator regarding facility operations and management as it
relates to grievance resolutions; insures completion and proper
recordkeeping of all grievances filed; orients new inmates and
correctional facility staff with inmate grievance and appeal
policies and procedures and makes provisions for non-English
speaking, impaired and disabled inmates; serves as the program
liaison with departmental and outside agencies; obtains legal
opinions and advice from the Attorney General's Office; prepares
facility grievance activities reports; and evaluates the
effectiveness of the facility grievance program.

Knowledge and Abilities Required:

Knowledge of: Correctional facility organization and
activities, civil rights and privileges of inmates, fact-finding
and interviewing methods and techniques, communicative and
interpersonal relationship skills; and report writing techniques.

Ability to: Provide facility inmate grievance and appeal
services; interpret and apply correctional policies, rules and
regulations to specific problems and concerns as they relate to
inmate grievance and appeals; collect, analyze, and interpret
facts; make sound decisions; observe and understand the attitudes
and behavior of inmates in confinement; establish an effective and
cooperative working relationship with inmates, staff and outside
agencies; and present information and reports in a clear, concise,
and impartial manner both orally and in writing.

This is the first specification for the new class INMATE
GRIEVANCE SPECIALIST.

Effective Date: 5/28/93

DATE APPROVED: 5/28/93 /s/ Ann K. Kon
for SHARON Y. MIYASHIRO
Director of Personnel Services





<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /ENU (Use these settings to create PDF documents with higher image resolution for improved printing quality. The PDF documents can be opened with Acrobat and Reader 5.0 and later.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


