
 

Last Revised 7/11/18    Page 1 of 30 

Guide to Alameda County Sheriffs Forms  
 

This guide is available online at caitlinkellyhenry.com/acso. Anything underlined below is also 
available for download. This pamphlet does not create an attorney-client relationship or provide 
individualized advice. It is your responsibility to ensure the law applies to you and is current. 
Send additional forms or suggested changes to: Caitlin Kelly Henry, Esq. Attorney at Law, 
ckh@caitlinkellyhenry.com SBN #287949, 1201 MLK Jr. Way, Suite 200, Oakland CA 94612. 

__________________________________________________________________ 
 

PART ONE: Background & Why Forms are Required for a Lawsuit 
 
Why Fill Out Forms? “Exhaustion” 
The Alameda County Sheriff’s Office (“ACSO”) and courts require incarcerated people to fill 
out a number of forms to get things done in jail to “exhaust” in order to be eligible to sue. The 
legal term “exhaustion” means to file all complaints and appeals possible with the original 
authority before having your claims reviewed by a new authority or court. You can file the forms 
below to complain about an action taken (or not taken) or any policy, procedure, or condition 
that affects you (see examples below). This guide is for general assistance addressing abuses and 
conditions inside Alameda County jails. In extreme cases of abuse, neglect, and threats to your 
safety and security, contact an attorney familiar with jail protection practices. This handout is 
designed to familiarize you with the following documents and forms (the ^ mark means it’s 
attached, underlined means it’s available via hyperlink online): 
 
ACSO Forms 

• Message Request^ 
• Medical Request^ 
• Disability Accommodations 

Request^ 
• Program Request^ 
• Legal Information Request^ 
• Canteen Discrepancy^ 
• Inmate Grievance^ 
• Grievance Supplemental 

Information^ 
• Inmate Property Release^  
• Inmate Disability Evaluation Form^ 
• Disability Tracking Form^ 
• ADA Coordinator Review Form^ 
• ADA Coordinator/Inmate Record of 

Contact^ 

  
• Accommodations for Hearing 

Impaired^ 
• Explanation of the Booking Process^ 
• Addendum to Pre-Booking Medical 

Screening Hearing Impaired Inmate 
Services^  

• Text Telephone (TDD) Check-Out 
Log^ 

• Petition for Return of Prosthesis^  
• Video Tablet Check-Out Log^ 

 
Other Forms 

• Alameda County Tort Claims^ 
• Habeas Corpus Lawsuit 
• Civil Rights “1983” Lawsuit

 
 
 
 

mailto:ckh@caitlinkellyhenry.com
http://prisonlaw.com/wp-content/uploads/2017/09/AdminAppealsWITHattachmentsSept-2017-.pdf
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Courts won’t hear complaints from an incarcerated person unless they complete an 
administrative appeal process (also known as “exhausting administrative remedies”) before 
asking a court to step in. There are only a few exceptions: 
 

1. If the action cannot be granted by an administrative appeal. 
2. If ACSO policy makes it clear that it will deny any grievance. 
3. If there’s an emergency that could cause great harm. 
4. If staff make the grievance process unavailable. 

 
This means that any issues raised in a grievance (including appeals that are rejected or cancelled) 
must be started, and ideally presented to all levels of review up through the highest level of 
review, even if it seems pointless. This guide is to help you make the record so you can present 
your issue to a court. 
 
Log 
It is helpful to keep a personal log of the date and time and name of the person you requested 
the form from and to whom you turned it in. You can reference this later if staff say that forms 
disappeared or if they don’t meet deadlines. It is equally helpful to keep a log of people, events, 
behavior, circumstances, etc. that lead to the grievance. Use the “5 Ws” (Who? What? When? 
Where? Why?) to show specifics to the support your grievance.  
 
Policies and Rules to Mention in Forms  
When you file a complaint, you want to identify what rule the government is breaking. In 
Alameda jails you will likely need to list state and local rules you think staff are breaking based 
on how they are treating you. Include as many specific facts as possible to show to how the rules 
are being broken or violated. Below are some examples of such rules.  
 
State Level: California Code of Regulations, Title 15, Minimum Standards for Local Detention 
Facilities, Division I, Chapter 1, Subchapter 4 (Adult Standards, Minors in adult facilities, 
Juveniles),Title 24, Minimum Standards for the Design and Construction of Local Detention 
Facilities Regulations, Part 2, Section 1231(Adult, Juvenile Part 1, Juvenile Part 2). 
 
County Level: This Table of Contents indexes all ACSO “Detention and Corrections Policies.” 
The # mark means the ACSO refuses to release this policy, claiming it is exempt from the Public 
Records Act. The following selected Policies are relevant to conditions:  
• ACSO Inmate 

Handbook (10/17) 
• 1.14 Americans with Disabilities 

Act1  
• 2.02 Inmate Fund Accounts 
• 2.07 Inmate Welfare Fund 
• 9.01 Disciplinary Isolation 
• 9.02 Administrative Segregation 
• 9.03 Protective Custody Inmates 
• 9.04 Mentally Disordered 

Inmates 

                                                 
1 More disability policies are in 
LSPC v. Ahern settlement. 

• 9.05# Juvenile In-Custody 
• 9.06# High Profile Inmates 
• 9.07# Deprivation of Authorized 

Items or Activities 
• 9.09 Special Inmate 

Management Plan 
• 11.02 Intake Procedure 
• 11.03# Inmate Body Cavity 

Searches 
• 11.04 Accepting Injured Inmates 
• 11.16 Inmate Property 

• 11.26 Federal Holds 
• 11.41 Issuing Blankets in Intake, 

Transfer & Release 
• 11.48 Inmate Jewelry 
• 11.49 Artificial Hairpieces 
• 11.50 Bureau of Prisons Inmates 
• 11.58 Inmate Access to Case 

Record Information 
• 12.01# Intake Classification 
• 12.02# Re-Classification 

http://www.bscc.ca.gov/downloads/Adult%20Title%2015%20-%20Effective%204.1.2018.pdf
http://www.bscc.ca.gov/downloads/Adult%20T15%20MID%20Excerpt%20-%20Effect%204.1.17.pdf
http://www.bscc.ca.gov/downloads/Juvenile_Title_15_effective_2014-4-1.pdf
http://www.bscc.ca.gov/downloads/Adult%20Title%2024%20-%20SO&UL%202018.pdf
http://www.bscc.ca.gov/downloads/Title%2024%20Part%201%20BSCC%20Regulations%202013.pdf
http://www.bscc.ca.gov/downloads/Juvenile_Title_24_Part_2.pdf
https://caitlinkellyhenry.com/acso/table-of-contents-dc-pps-doc
https://caitlinkellyhenry.com/wp-content/uploads/2018/02/2017.10-ACSO-Inmate-Handbook.pdf
https://caitlinkellyhenry.com/wp-content/uploads/2018/02/2017.10-ACSO-Inmate-Handbook.pdf
https://caitlinkellyhenry.com/dc-1-14-ada/
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/2.02-InmateFundAccounts.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/2.07-InmateWelfareFund.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/9.01-DisciplinaryIsolation.pdf
https://caitlinkellyhenry.com/19-02-dc-doc/
https://caitlinkellyhenry.com/19-03-dc-doc/
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/9.04-MentallyDisorderedInmates.pdf
https://caitlinkellyhenry.com/disabilities-policies-and-forms-lspc-v-ahern-case/
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/9.09-SpecialInmateManagementPlan.pdf
https://caitlinkellyhenry.com/dc-11-02-intake-procedure/
https://caitlinkellyhenry.com/dc-11-04-accepting-injured-inmates/
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/11.16-InmateProperty-HandlingAndStorage.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/11.26-FederalHolds-UnitedStatesMarshalPrisoners.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/11.41-IssuingBlanketsInIntakeTransferAndRelease.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/11.48-InmateJewelry.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/11.49-ArtificialHairpieces.pdf
https://caitlinkellyhenry.com/11-50-dc-docx/
https://caitlinkellyhenry.com/11-50-dc-docx/
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/11.58-InmateAccessToCaseRecordInformation.pdf
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• 12.03 Classification PREA 
requirements 

• 12.04 SRJ - Housing Unit 
Classification 

• 12.05 Classification Records 
• 13.01 Medical & Mental Health 

Care 
• 13.02 Inmate Medical/Health 

Appraisal Screening 
• 13.03 Sick, Dental & Pill Call 
• 13.06 Suicide Prevention 
• 13.07 Sexual Assault Protocol 

for Victims 
• 13.17 Wheelchairs 
• 14.01 Food Service Program 
• 14.02 Inmate Meal Service 
• 14.03 Inmate Special Diets 
• 14.04 Alternative Meal Service 

for Disciplinary Actions 
• 15.03 Inmate Hygiene 
• 15.04 Linen/Clothing Issue & 

Exchange 

• 15.05 Contaminated Clothing, 
Bedding & Linen 

• 15.06 Cleaning & Storage of 
Inmate Personal Clothing 

• 15.07 Trash Procedure & 
Schedule 

• 15.08 Housing Unit Cleaning 
Chemical Procedures 

• 16.01 Disciplinary Procedure 
• 16.02 Inmate Rules & 

Information 
• 16.03 Inmate Grievance 

Procedure 
• 16.04 Inmate Writs 
• 16.05 Protection from Harm  
• 17.01 Inmate Correspondence & 

Mail Regulations 
• 17.03 Inmate Visiting 
• 17.04 Inmate Telephone Access 
• 17.05# Inmate Message 

Requests 

• 17.06 Inmate Newspaper 
Subscriptions 

• 18.06 Commissary Procedure 
• 18.07 Religious Programming2 
• 18.08 Library Services 
• 18.09 Educational Program 

Planning 
• 18.10 Vocational Training 

Programs 
• 18.11 Social Service Programs 
• 18.12 Recreation3 & Inmate 

Activity Program4 
• 18.13 Inmate Entertainment 

Systems 
• 18.18 Notary Public Services 
• 18.19 Pro-Per Inmates 
• 18.21 Legal Assistance Program 
• 18.22 Inmate Marriages 
• 18.23 Inmate Tape Players & 

MP3 Players 
• 18.25 Inmate Welfare Credit 

Card
 
 
 

PART TWO: How to Exhaust 
 

FORMS TO FILL OUT BEFORE GRIEVANCES: You must complete all the following forms that 
apply to your complaint before filing a grievance. Choose the forms that are related to your issue – this 
may be more than one form if there are multiple issues. Follow the rules for the forms even if they are 
unfair, so the court can say you properly “exhausted.” 
 
Disability Accommodations 
Policies governing this include D&C 1.14 ADA, 13.17 Wheelchairs, and the settlement 
agreement in LSPC v. Ahern.  ACSO provides accommodations such as sign language and 
tactical interpreters, TTY’s, video relay service, and Braille. If you need accommodations fill out 
the Disability Accommodations Request Form (DD538) and turn it into the ADA Coordinator. If 
you have problems with English or reading or writing, note that and ask for staff assistance.  
 
Sealed Envelope 
The Inmate Handbook notes that you can communicate directly with jail administrators in 
writing by sending a sealed envelope addressed to a specific administrator. When writing to 
administrators, be sure to reference request forms already filed and grievance form tracking 
numbers. A chronological timeline is strongly encouraged to show the complaint from start to 
present.  
 
 

                                                 
2 Additional information about 
Religious Programming is here. 

3 Additional information about 
Recreation is here. 

4 Additional Information about 
Programming is here. 

https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/12.03-ClassificationPreaRequirements.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/12.04-SantaRitaJail-HousingUnitClassification.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/12.05-ClassificationRecords.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/13.01-MedicalAndMentalHealthCare.pdf
https://caitlinkellyhenry.com/dc-13-02-inmate-medical-health-appraisals/
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/13.03-SickDentalAndPillCall.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/13.06-SuicidePrevention.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/13.07-SexualAssaultsInCustody.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/13.17-Wheelchairs.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/14.01-FoodServiceProgram.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/14.02-InmateMealService.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/14.03-InmateSpecialDiets.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/14.04-AlternativeMealServiceForDisciplinaryActions.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/15.03-InmateHygiene.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/15.04-LinenClothingIssueAndExchange.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/15.05-ContaminatedClothingBeddingAndLinenProcedure.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/15.06-CleaningAndStorageOfInmatePersonalClothing.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/15.07-TrashProcedureAndSchedule.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/15.08-HousingUnitCleaningChemicalProcedures.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/16.01-DisciplinaryProcedure.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/16.02-InmateRulesAndRegulations.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/16.03-InmateGrievanceProcedure.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/16.04-InmateWrits.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/16.05-ProtectionFromHarm.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/17.01-InmateCorrespondenceAndMailRegulations.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/17.03-InmateVisiting.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/17.04-InmateTelephoneAccess.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/17.06-InmateNewspaperSubscriptions.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/18.06-CommissaryProcedure.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/18.07-ReligiousProgramming.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/18.08-LibraryServices.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/18.09-EducationalProgramPlanning.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/18.10-VocationalTrainingPrograms.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/18.11-SocialServicePrograms.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/18.12-RecreationAndInmateActivityProgramAnd2A-665A-015C-01.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/18.13-InmateEntertainmentSystems.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/18.18-NotaryPublicServices.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/18.19-Pro-PerInmates.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/18.21-LegalAssistanceProgram.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/18.22-InmateMarriages.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/18.23-InmateTapePlayersAndMp3Players.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/18.25-InmateWelfareCreditCard.pdf
https://caitlinkellyhenry.com/dc-1-14-ada/
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/13.17-Wheelchairs.pdf
https://caitlinkellyhenry.com/disability-request-for-accomodations-form/
https://caitlinkellyhenry.com/wp-content/uploads/2018/04/RELIGIOUS_.pdf
https://caitlinkellyhenry.com/wp-content/uploads/2018/04/RECREATION.pdf
https://caitlinkellyhenry.com/wp-content/uploads/2018/04/Inmate-Programs-available.pdf
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Message Request Form 
Per D&C Policy 17.055 you can file a message request form (ML-76) to staff in booking, 
commissary, inmate services, classification, or other departments to ask for an interview with a 
staff member and to ask staff to do or stop doing something. The Inmate Handbook lists who to 
contact for what. This is a half-page, white double-sided form. You can request the form through 
a deputy. Unlike a grievance, the message request form does not exhaust for the court, it just 
provides proof of a request. Fill out all the blanks in the form and turn it into a deputy. The 
deputy must sign upon receiving request. You should receive the form back with the responding 
person’s name and response written on the back. Don’t wait for a response before meeting the 
grievance deadlines.  

You can fill out a message request to ask for a form so you that have a record showing 
you asked for a form. For example, if you are having difficulty obtaining a grievance 
form, you can make a paper trail that proves staff won’t give you the grievance despite 
your requests. 

 
Medical Request Form 
D&C Policies 13.01 Medical and Mental Health Care, 13.03 Sick, Dental and Pill Call, and Inmate 
Handbook Section 18 describe medical policies. Fill out all blanks (date, name, date of birth, PDF, 
location, why you want to see health care staff), the three-layer carbon copy Medical Request Form and 
hand to a medical staff member or place into the medical service (sick call) box in the dining area. After 
that, the visit staff should give you the yellow copy of the form. Copies of your records are available but 
cost $15 and are only released to you after release transfer. Due to these conditional terms, you should 
keep your carbon copies as reference. You can also verbally notify a deputy or medical staff member. 
You may be charged $3.00 for the visit but will not be denied services due to lack of funds. If you aren’t 
satisfied with the response, fill out a grievance and state that you filled out the Medical Request Form. 
When grieving medical, mental, dental, and other health issues, keep a personal log of Inmate Request 
Slips, medical sick calls, actual appointments, any treatments, and other important events, with dates.  

If you or someone else is experiencing a health emergency notify someone verbally 
immediately, you don’t need to wait for the form and the sheriff cannot charge you.  

 
Sexual Misconduct Reports 
ACSO states that all staff are trained in taking reports of sexual harassment under the Prison 
Rape Elimination Act (PREA). D&C 12.03 is the PREA policy and is the 13.07 Sexual Assault 
Protocol for Victims. You can call *89 from any inmate telephone and be connected on a 
confidential (not recorded) line with a rape crisis center. You can submit a sick call, message 
request, or grievance. If you are filing a grievance against a staff member for sexual assault or 
harassment, you are not required to submit the grievance to the involved staff member, nor shall 
the assaulted person be referred to them for any reason. You can write “emergency” on the 
grievance and deputies are required to take immediate action and interview you and any 
witnesses and notify the Watch sergeant and Watch Commander. If you have Internet access, 
you or someone else, can either fill out a non-anonymous form6 or an anonymous form.7  

Programs/Classes Request Form 
You can ask a deputy for a class request form or program request form to participate in education 
or programs. The forms all look different. (Example of Glenn Dyer Five Keys participation 

                                                 
5 ACSO Refuses to Release Under Public Records Act 
6 https://www.alamedacountysheriff.org/dc_preamessage.php 
7 https://www.alamedacountysheriff.org/dc_preaanonmessage.php 

https://caitlinkellyhenry.com/wp-content/uploads/2018/02/Message-Request-half-page-2-sided-bw.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/13.01-MedicalAndMentalHealthCare.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/13.03-SickDentalAndPillCall.pdf
https://caitlinkellyhenry.com/wp-content/uploads/2018/02/Medical-Request-Form-3-pgs-double-sided-white-pink-yellow.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/12.03-ClassificationPreaRequirements.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/13.07-SexualAssaultsInCustody.pdf
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request form.) Programs are limited based on housing unit and sentencing status. Submit a 
Request Form to enroll or be placed on the waiting list. 
 
Property/Money Release Form 
D&C policy 11.16 governs Inmate Property and 2.02 governs Inmate Fund Accounts. Property 
Form PD-132: Obtain three Property Release Forms from a deputy, complete all three forms, 
return to deputy, allow 7 days for release of property or money. 
 
Legal Information Request Form 
Relevant D&C policies include 18.19 Pro-Per Inmates and 18.21 Legal Assistance Program. Fill 
out ACSO Inmate Legal Information Request Form8 (Glenn Dyer Form) to request materials for 
legal research and information. If you aren’t satisfied with the response, fill out a grievance and 
state that you filled out the Legal Information form. ACSO prioritizes responses for people who 
the court certifies as “pro per” or “pro se” (representing themselves instead of a lawyer) with 
immediately upcoming court dates. ACSO limits you to only requesting 5 items on each form. 
The rules specifically say not to write in the margins. 
 
Canteen Discrepancy Form 
D&C policy 18.06 is the Commissary Procedure. To complain about Canteen/Commissary use 
the Canteen Discrepancy Form which should be available in the housing unit or from a deputy 
(you can file a message request to get it). Give to the Housing Unit deputy for processing. If you 
aren’t satisfied with the response, fill out a grievance and mention that you filled out the Canteen 
Discrepancy Form. Grievances should also be used when making complaints about 
Canteen/Commissary so that the department is also held responsible.  

Tort Claims Form to Request Monetary Damages 
Alameda County Tort Claims Form is the form to turn in (most claims require submission within 
6 months) after you sustain injury caused by a government entity or employee to preserve your 
right to sue for monetary damages.  You can request and turn in the form at Clerk, Board of 
Supervisors Office, Administration Building, 1221 Oak Street, Room 536 Oakland, CA 94612 
Phone: (510) 208-4949. 
 

                                                 
8 Please send a copy of Santa Rita Legal Information Request Form if you have one. 

https://caitlinkellyhenry.com/wp-content/uploads/2018/02/5-Keys-Program-Participation-Reques-Form-Glenn-Dyer.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/11.16-InmateProperty-HandlingAndStorage.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/2.02-InmateFundAccounts.pdf
https://caitlinkellyhenry.com/wp-content/uploads/2018/02/Inmate-Property-Release-half-page-white.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/18.19-Pro-PerInmates.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/18.21-LegalAssistanceProgram.pdf
https://caitlinkellyhenry.com/wp-content/uploads/2018/02/Legal-Information-Request-Glenn-Dyer-1-pg-2-sided-bw.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/18.06-CommissaryProcedure.pdf
https://caitlinkellyhenry.com/wp-content/uploads/2018/02/Canteen-Discrepancy-Form-2pg-carbon-copy-half-pg-white-yellow-.pdf
https://www.acgov.org/clerk/forms/claimagainstcounty.pdf
https://www.acgov.org/cao/rmu/programs/claims/public/
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The Three-Level Grievance Process 

This process is per D&C policy 16.039 Inmate Grievance Procedure and the Inmate Handbook 
section 28. You must complete each level of review before moving on to the next level or your 
grievance will be rejected. Generally, you must complete all three levels before you to go to 
court. Grievances are supposed to be resolved as soon as reasonably possible within 90 days. 
 
1. Obtain Inmate Grievance form (ML51) from a deputy. 

a. Ask for a grievance and make note in your log of the date, time, and deputy involved. 
2. Fill in the “Grievance Details” section with one complaint/issue per grievance. If you have 

multiple complaints, you must obtain and complete multiple forms, otherwise your grievance 
may be refused. You can’t turn in a grievance on someone else’s behalf unless it is about 
sexual misconduct. Fill out the form as soon as possible (the Handbook and Form don’t have 
specific timelines, so sooner it better). Fill out all the blanks on the front of the form 
completely and legibly. State the exact nature of the grievance (the problem you want 
solved). Cite any rule (CCR Title 15 or 24), or ACSO Policy (cite the number if you know 
it), or state or federal law that applies to your situation. Then list as many specific facts as 
possible to show to how the rules are being broken or violated. Provide as much detail as you 
can about date, time, place, names, witnesses, and related paperwork you can describe to 
substantiate the complaint or help describe the action you want taken. Don’t just state a 
conclusion without explanation (for example, don’t only say “My rights were violated” 
without further detail). Be specific and name the date and time and the person who took the 
action and the policy number that was violated. Note if you are attaching any additional 
paperwork to the grievance form. There is no limit to how many forms you can use as 
multiple pages to submit for one grievance tracking number. If you need to use multiple 
forms, write the page number on the top right of each page with the total number of pages on 
the bottom (such as “1/3,” “2/3,” “3/3” if completing three forms). Deputies can reject 
grievances that contain profanity or derogatory remarks. If you need to describe profane or 
derogatory words that were spoken to you or someone else, use only the language used.  

a. If it is an emergency, write “emergency” and explain why.  
b. Make a note if you don’t consent to waiving your HIPAA rights or custody staff 

reviewing medical records related to the investigation.  
c. See the instructions below for the different forms to use for sexual harassment 

(PREA), canteen, medical, disability accommodation, programs, property, and legal 
information. 

d. If you are appealing discipline, make sure to make reference to the documentation 
you have such as the Report number, and specifics in the Report, Supplemental 
Report, Interview, and Hearing Record. Also reference D&C policies 16.01 
Disciplinary Procedure and 16.02 Inmate Rules and Information. 

e. If you are appealing mail that is returned, make specific reference to the Return to 
Send Form you should have received. 

3. Return the completed grievance form to a deputy.  
a. If your grievance is about a deputy who is one shift, wait until the next shift starts 

before you submit your grievance in order to minimize retaliation.  
4. DEPUTY LEVEL RESPONSE (FIRST LEVEL) The deputy is supposed to sign the form 

with the date and name of the deputy receiving the grievance and should give you the pink 

                                                 
9 ACSO Refuses to Release Under Public Records Act 

https://caitlinkellyhenry.com/wp-content/uploads/2018/02/Inmate-Grievance-Form-2-pg-carbon-copy-white-pink.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/16.01AttachmentA-DisciplinaryProcedure.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/16.01AttachmentB-DisciplinaryProcedure.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/16.01AttachmentB-DisciplinaryProcedure.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/16.01AttachmentD-DisciplinaryProcedure.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/16.01-DisciplinaryProcedure.pdf
https://caitlinkellyhenry.com/wp-content/uploads/documents/d&c/16.02-InmateRulesAndRegulations.pdf
https://caitlinkellyhenry.com/wp-content/uploads/2018/02/ACSO-Inmate-Mail-Return-to-Sender-Form.pdf
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carbon copy of the grievance form. The grievance unit has 21 days to respond unless it files a 
Notice of Extension form and gives you an opportunity to sign the Notice. 

a. Resolved: If you believe the deputy resolved the grievance the deputy is allowed to 
check the “Resolved” box and does not need to assign a tracking number. You should 
then sign next to the line that says, “Inmate Acceptance” and receive a copy. 

b. Unresolved: If the deputy is unable to resolve the grievance to your satisfaction, the 
deputy should give you a grievance tracking number. 

c. Make note in your personal log if you are not provided a pink carbon copy of the 
grievance along with the deputy’s name, the time and date. 

5. The deputy should document the discussion on an Inmate Grievance Supplemental form 
(ML-53) and then submit the Grievance Form and the Supplemental Response before the end 
of the shift. ACSO has three days to respond. 

a. At Glenn Dyer the deputy receiving the Grievance Form should forward it along with 
a Response Form to the on-duty watch Sergeant, who will forward to the 
Administrative Sergeants, who will forward to the Grievance Unit.  

b. At Santa Rita the deputy should place the Grievance and Response Form in the 
Grievance Unit box.  

6. GRIEVANCE UNIT RESPONSE (SECOND LEVEL) If the deputy cannot resolve the 
grievance, the Grievance Unit investigates. The Grievance Unit is supposed to respond 
within 21 business days once the grievance has been received. You will receive a new white 
form Inmate Grievance Response (ML-52) that has the grievance tracking number on the top 
right, and staff will check a box noting the status (affirmed, denied, unresolved, resolved, 
referred). Staff will write a paragraph summary of the procedure, including staff 
interpretation of the problem and the timeline. Then staff will write a paragraph with a more 
substantive response of corrective action taken if affirmed or reason if denied. The Grievance 
Unit Investigating Supervisor will sign and date the form. 

a. Keep track of how many days pass from when your grievance is filed. Use message 
request forms or grievance forms to request status updates if the length of time is 
becoming long. 

7. If denied, the grievance should be appealed to the third and final level (Appeals Officer). 
a. Check the box on the bottom next to Hearing Requested to state “Yes,” to request 

your hearing. 
8. APPEAL OFFICER RESPONSE (THIRD LEVEL) The Appeal Officer makes a 

recommendation and explains if they are affirming or denying for any reason that differed 
from the first level appeal. Then the Commanding Officer or their designee reviews the 
Appeal Officer’s finding. Commanding Officer decisions are final. If you disagree with the 
final decision, write a formal letter directed to the Commanding Officer describing your 
grievance and request their response in writing. 

9. EXHAUSTED When you receive the Commanding Officer’s response, you have exhausted 
all three levels of grievance and can file in court. 

 
Special Circumstances 

• Transfer: If you are transferred from one ACSO facility to another all procedures remain 
applicable and the Grievance Unit will forward your forms to the new facility. You do 
not have to start over. 

• Release: The Grievance Unit continues processing the packet. If you are released the 
grievance will be automatically appealed to the Appeal Officer. You can write to the 
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Grievance Unit with a self-addressed envelope for a copy of the final disposition of the 
grievance.  

• Return to Custody After Release: If you are released and return to custody prior to 
receiving the Grievance Unit’s response, you should write a Message Request to the 
Grievance Unit to obtain a copy of your forms.   

• Grievance Restriction: ACSO can restrict your grievance rights if you (1) continually 
submit grievances containing issues already in process or previously addressed, (2) 
submit false grievances, or (3) the Commanding Officer determines you are abusing the 
grievance process. Staff must deliver a “Conditions of Grievance Restriction” 
memorandum to you.   
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PART THREE: How to File Suit After You Have Exhausted 
 
1983 Civil Rights Suit (Federal) (for Jail Conditions) 
Northern District of California (Federal) Court Forms to File A Suit Related to Jail Conditions. 
You may file a civil rights action under 42 U.S.C. § 1983 to challenge federal constitutional or 
statutory violations by state actors which affect the conditions of your confinement.  
To file a § 1983 action, you must submit: (1) an original, completed complaint form; and (2) a 
check or money order for $400.00, or an original, completed Prisoner’s Application to Proceed 
In Forma Pauperis. To request instructions and forms, mail Clerk, U.S. District Court for the 
Northern District of California, 450 Golden Gate Avenue, Box 36060, San Francisco, CA 94102. 
Ask for the packet titled Instructions for Filling A Civil Rights Complaint by A Prisoner Under 
42 U.S.C. § 1983 and Instructions for Filing an Application to Proceed In Forma Pauperis by a 
Prisoner under 28 U.S.C. § 1915. 

Habeas Corpus (State) (for Jail Conditions or Sentence) 
Write to Prison Law Office for the State Habeas Corpus Manual at: Prison Law Office General 
Delivery, San Quentin CA 94964. State habeas corpus allows incarcerated people to challenge 
their convictions and sentences via State Habeas Corpus Form  MC-275 (6 pages) (file in 
Alameda County court). Mail to: René C. Davidson Courthouse Department 1, 1225 Fallon 
Street Oakland, California 94612, Phone (510) 891-6000 
 
Federal Habeas Corpus (for Sentence) 
Northern District of California (Federal) Court Forms to File A Suit Related to sentence. If you 
wish to challenge a state court sentence or conviction, ask for the 5-page packet titled 
Instructions for Filing a Petition for a Writ of Habeas Corpus by a Person in State Custody under 
28 U.S.C. § 2254. Mail: Clerk, U.S. District Court for the Northern District of California, 450 
Golden Gate Avenue, Box 36060, San Francisco, CA 94102. A federal habeas petition can only 
challenge a conviction or length of a sentence (including some issues involving denial of prison 
sentence credits or parole). Write to Prison Law Office for the Federal Habeas Corpus 
Manual and guide to Collateral Attacks on Criminal Convictions by State and Federal Petitions 
for Writ of Habeas Corpus  (Spanish available).   

PART FOUR: Self Help Guides 
• The California State Prisoners Handbook, Fourth Edition & 2014 Supplement by Heather 

MacKay & the Prison Law Office. $40 (includes California sales tax, shipping & handling). 
Separate Supplement $15. If you are paying by credit card, check or trust account money 
order, mail a request to Chroma Graphics 440 Tesconi Circle, Santa Rosa, CA 95401 

• Prison Legal News Publishing P.O. Box 1151 Lake Worth, FL 33460 
• Disciplinary Self-Help Litigation Manual (2015) $49.95 Paperback, 368 pages. By 

Daniel Manville.  
• Prisoners' Self-Help Litigation Manual, 4th Edition $39.95, Paperback, 928 pages. By 

John Boston and Daniel Manville 
• Prison legal news magazine 1 Year Print Subscription $30 

• Jailhouse Lawyer’s Manual 11th Edition main volume is $30.  The Immigration & Consular 
Access Supplement is $5 Columbia Human Rights Law. Mail Attn: JLM Order, 435 W. 
116th St., New York, NY 10027 along with a check or money order. 

• Jailhouse Lawyer’s Handbook, National Lawyers Guild—Prison Law Project, $2, 132 
Nassau Street, Rm 922 New York, NY 10038    

https://www.cand.uscourts.gov/prisonerforms
http://prisonlaw.com/wp-content/uploads/2015/09/STATEHABEAS2008.pdf
http://www.courtinfo.ca.gov/forms/documents/mc275.pdf
https://www.cand.uscourts.gov/prisonerforms
http://prisonlaw.com/wp-content/uploads/2015/09/FederalHabeasJan2015.pdf
http://prisonlaw.com/wp-content/uploads/2015/09/FederalHabeasJan2015.pdf
http://prisonlaw.com/wp-content/uploads/2015/09/CollateralAttackAug09.pdf
http://prisonlaw.com/wp-content/uploads/2015/09/CollateralAttackAug09.pdf
http://prisonlaw.com/wp-content/uploads/2016/03/HB-Order-Form-Feb-16.pdf
https://www.prisonlegalnews.org/store/
http://jlm.law.columbia.edu/order-the-jlm/
http://jailhouselaw.org/table-of-contents/
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