GENERAL DISTRIBUTION

WEST VIRGINIA NUMBER: 335.02
DIVISION OF CORRECTIONS
& REHABILITATION EFFECTIVE DATE: 26 November 2025
SUBJECT: JUVENILE GRIEVANCE
PROCEDURE

PURPOSE:
To provide policy and procedure ensuring a written (paper or electronic) grievance
procedure is available for juveniles which provides an administrative means for the
expression and resolution of juveniles’ problems.

REFERENCE:
WV Code §49-4-721; ACA Expected Practices 5-JCF-3A-06, 5-JCF-5C-41, 3-JDF-3D-08,
and 1-JDTP-3D-17; CIYJ Outcome Measures Justice 04; and Prison Rape Elimination Act
(PREA) §§115.351, 115.352, and 115.361.

RESPONSIBILITY:
No additional written instructions on this subject are required.

CANCELLATION:

Any previous written instruction on the subject including DCR Policy Directive 335.02,
dated 08 August 2022.

APPLICABILITY:

All Bureau of Juvenile Services (BJS) residential facilities and Youth Reporting Centers
(YRCs) within the Division of Corrections and Rehabilitation (DCR). This Policy is
available for general distribution and is to be made available for resident and participant
review upon the effective date.

DEFINITIONS:

None.



POLICY:

L.
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WVDCR Policy Dircctive 335.02
26 November 2025
GENERAL DISTRIBUTION

There is a grievance procedure with two (2) levels of appeal available to all juvenile
residents and Youth Reporting Center (YRC) participants. These first level of appeal is
the Superintendent in facilities or the Deputy Director of Community Based Services for
YRCs; and the third level is the Division of Corrections and Rehabilitation (DCR)
Commissioner or designee.

A.

Residents and participants are informed of the gricvance procedure upon intake at the
facility or center. There is no time limit for the filing of a juvenile grievance.

Any issue that is unresolved by staff to a juvenile’s satisfaction can result in a
formalized grievance procedure. Juveniles shall not be required to discuss any
grievance with any staff involved or unit staff prior to filing a grievance.

A facility resident may file a grievance electronically on the agency-provided tablet or
by submitting a written grievance form. A YRC participant may submit a written
grievance form.

Grievance Forms (Attachment #1) will continue to be made available to all residents
and participants without them having to request a form. Grievance forms are to be
submitted by the juvenile placing the completed and signed form in a locked Grievance
Box located in an easily accessible area. This box can only be opened by the facility
Superintendent, YRC Director, Deputy Director of Community Based Services or the
assigned Grievance Coordinator.

A resident or participant may grieve only one (1) issue or complaint per grievance and,
except for grievances alleging sexual abuse or substantial risk of imminent sexual
abuse, the issue must directly pertain to the juvenile filing the grievance.

Any resident or participant who has difficulty writing shall receive assistance in
preparing his/her grievance.

Facility Superintendents shall assign a staff member, in writing, to be the Grievance
Coordinator. In this capacity, the Grievance Coordinator will only report to the
Superintendent. This person will not have direct contact with or supervision of residents
and/or any interest in the outcome of the grievance. YRC Directors will serve as Grievance
Coordinators at their respective center. His/her duties include:

A.

Collect paper grievance forms or appeals, and review electronically filed grievances or
appeals a minimum of three (3) times a week.

Inspect the grievance to determine whether the grievance conforms with this policy.

1. Immediately notifying the Superintendent/designee if at a facility or Deputy
Director of Community Based Services for YRCs of all grievances against staff
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member(s) regarding staff misconduct or when there is an allegation that a juvenile
is in imminent danger.

a. In the event a grievance alleges that a juvenile is in imminent danger, the
complaint will be acted on immediately. Should the juvenile be a resident of a
juvenile facility, if the Superintendent determines the necessity, he/she will
place the resident in protective custody, per DCR Policy Directive 326.04.

b. An initial response for all such cases will be forwarded to the juvenile within
forty-eight (48) hours and shall issue a final decision within five (5) calendar
days.

2. In the event that the grievance alleges sexual abuse or sexual harassment, it will be
immediately forwarded to the Prison Rape Elimination Act (PREA) Compliance
Manager in facilities or the Director in YRCs.

C. Uploading paper grievance forms or printed copies of electronically filed grievances
and entering the juvenile’s grievance verbatim into the Offender Information System
(OIS). Complaints or appeals related to sexual abuse or sexual harassment will be
handled by the facility’s PREA Compliance Manager or YRC Director, including
inputting information into OIS.

D. Notifying the appropriate staff member to respond. (In cases where a staff member is
the subject of a grievance, that staff member shall not answer the grievance.) For good
cause, this deadline may be extended by the Grievance Coordinator, who will notify
the juvenile, in writing, of the new deadline date and the reason for such extension.
That extension information is also entered into OIS.

E. Any staff member answering a grievance has a responsibility to:
1. Research the issue.
2. Meet with juvenile to hear the issue, if necessary.

3. Give his/her response to the Grievance Coordinator to be entered into OIS within
seven (7) calendar days. A copy of the response will be given to the juvenile,
regardless of juvenile’s location within the Division. For good cause, the
Grievance Coordinator may extend this deadline (once only) for another seven (7)
calendar days. The juvenile will be notified in writing of the new deadline date and
the reason for such extension. That extension information is also entered into OIS.

F. Atany time, a juvenile may appeal a decision of the staff member to the Superintendent
in facilities or the Deputy Director of Community Based Services for YRCs via the
grievance box. All appeals will be reviewed and a decision determined within seven
(7) calendar days of receipt of the grievance appeal in OIS. That decision will be
printed out and given to the juvenile. For good cause, this deadline may be extended
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by the Superintendent/Deputy Director, who will notify the juvenile, in writing. of the
new deadline date and the reason for such extension. That extension information is
also entered into OIS.

A juvenile may appeal at any time a decision of the Superintendent/Deputy Director to
the Commissioner/designee by placing the appeal in the grievance box. The Grievance
Coordinator will upload the appeal into OIS and complete the process for an appeal by
the Commissioner/designee.

All appeals to the Commissioner/designee will be reviewed and a decision determined
within seven (7) calendar days of receipt of the grievance appeal in OIS. The Grievance
Coordinator will print out the Grievance report with the Commissioner’s/designee’s
response in OIS, have the juvenile sign and give the juvenile a copy. The Grievance
Coordinator will upload the signed Grievance Report into OIS and shred the original
grievance appeal and the original signed copy of the Grievance Report. For good
cause, this deadline may be extended by the Commissioner/designee, who will notify
the juvenile, in writing, of the new deadline date and the reason for such extension.
That extension information is also entered into OIS.

ATTACHMENT(S):

#1

Burcau of Juvenile Services Grievance Form (2 pages — can be printed front and
back)

APPROVED SIGNATURE: e [/ /Q/Z?/laq’_

David L. Kelly, Commissioner Date
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BJS Grievance

Form
(Facility or YRC Name)
TO: DATE:
FROM:
(Last Name, First Name, Middle Initial) (OID Number) (Unit if Applicable)
Grievance Received By:
{Grievance Coordinator) (Grievance Number)

PART A - JUVENILE’S GRIEVANCE

SIGNATURE OF JUVENILE DATE

PART B - RESPONSE

STAFF SIGNATURE & TITLE DATE

IF YOU WISH TO APPEAL THE DECISION, PLEASE COMPLETE PAGE 2.
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IF YOU ARE HOUSED IN A FACILITY, THE APPEAL WILL GO TO SUPERINTENDENT. IF
YOU ARE A YRC PARTICIPANT, THE APPEAL WILL GO TO THE DEPUTY DIRECTOR OF
COMMUNITY BASED SERVICES.

PART C - ADDITIONAL INFORMATION TO PART A

SIGNATURE OF JUVENILE DATE

PART D - RESPONSE TO FIRST LEVEL APPEAL

SIGNATURE OF SUPERINTENDENT OR DEP DIR OF COMMUNITY BASED SERVICES DATE

IF YOU WISH TO APPEAL THIS DECISION TO THE COMMISSIONER OF THE DIVISION
OF CORRECTIONS AND REHABILITATION.

PART E - ADDITIONAL INFORMATION TO PARTS A & C

SIGNATURE OF JUVENILE DATE
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