
PART I DEPARTMENT OF PERSONNEL SERVICES 3.556 
 STATE OF HAWAII 
 
 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 
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