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I.     PURPOSE



  
To provide a means for inmates to submit requests to staff and to provide a means for confidential  
     

     reports to be submitted to the appropriate staff.

II.
    DEFINITIONS 
 Offender/Staff Request (OSR) – An official Department form, commonly referred to as a “kite,”          designed for offenders to communicate with staff and by which staff may respond to offenders.
III.   PROCEDURES  
 Inmates will place “OSR” forms in the appropriate locked kite box located in the Dining Room 
 while they are in there for a meal. Exceptions may be granted by the on duty Shift Lieutenant.
All “OSR” forms will be neatly filled out, legible, and signed by the Inmate.

“OSR” forms to the Warden, Associate Wardens, Medical, Mental Health or Case Managers will be place in the appropriate locked box following the above procedures.




All other “OSRs” will be placed in the outgoing mail box on the Pods.

All suspected or known cases of Abuse or Mistreatment of Inmates by staff will be reported to either the Warden or Associate Warden of Operations.
· Reports concerning the Associate Warden of Security and/or Associate Warden of Operations, Treatment Manager, or Community Relations Manager will be placed in the Warden’s locked box.

· Reports concerning the Warden will be placed in one of the Associate Warden’s locked box and will be addressed to the Director via the Associate Warden of Security and/or Operations.
The procedures listed above will not replace the Inmate grievance procedure.

Secured Housing/Sick bay
complete an “OSR” requesting a personal visit with the appropriate

staff member they wish to relay the confidential information to.

This “OSR” will be given to the Floor Officer, who will place it in the appropriate locked box in the Dining Room.

Warden, Associate Warden of Operations and Medical will check their OSR Box at least once a day during the days that they & Mental Health Staff
are at work.

Warden, Associate Wardens and Medical
will maintain the only key to their OSR Box with the exception of the Mental Health Staff, 
duplicate key, which will be maintained by the key control officer.

Mail Officers will pick up the “OSRs” placed in the OSR boxes on the Pods each evening (after 
2230 hours) that they are at work and distribute them to the appropriate personnel.

All Staff will answer/respond to “OSRs” in a timely manner.

IV.   CLOSING
         Questions concerning this procedure should be directed to the Warden, Associate Warden of Operations or the Associate Warden of Security.
V.    ATTACHMENTS
        None

