NOTE TAKING GUIDE

Designing a Equal Opportunity Program

Overview:

· Top Management and Support

· Commanding Officer’s Policy Statement

· Procedures for handling formal complaints

Top Management/Leadership

· Set the example

· “Talk” must match the “Walk” – All eyes are on you

· Take an active role in training

· Support Ethnic Observances / EO related functions

Develop a Policy Statement

· A “written” policy statement must be enforced

· Verbal policy statements become no statement become no statement at all

· Post the policy statement in high visibility areas through out you command

Policy statement should include

· The Commanders position

· The definition of the issues

· Examples of behavior that can constitute a problem:

· Impact of the problem

· How personnel should handle the problem

· Consequences of inappropriate behavior

· Name and phone number of a point of contact

· Equal Opportunity Representative

· Equal Opportunity Advisor

Procedures for handling Formal Complaints / IAW MCO P5354.1D

· Formal Complaints are:


· Request Mast (Most Preferred)

· Art 138 or Art 1150

· Communicating with IG

· Individual Communications with Congress

· DOD Hotline

· Discrimination and Sexual Harassment report (DASH) is required on all:

· Formal Complaints

· Tracks all parties involved until final action

· The DASH is not a report card on the unit

· EORS have DASH on disk (Appendix D of the MCO)

· The DASH is:

· A Tracking system

· Tracks statistical data

· Identifies trends

· Positive and Negative

· Sexual Harassment and Discrimination complaints you have 72 hours:

· Appoint a Investigating Officer

· Do a initial DASH

· Inform the next higher in the Chain of Command 

· Update complainant every 14 days

· You have 20 days for discrimination and sexual harassment investigations to be complete (with SJA and EOA review)

· At the end of 20 days the DASH report must be submitted to HQMC by the Equal Opportunity Advisor

· Exception to the Order

· Courts-Martial
· Investigation: NCIS or CID
· Commanding General extension of 30 days depending on the formal complaint

· Additional extensions must be granted by HQMC
· Commanders must provide a closure code:
· Substantiated
· Unsubstantiated
· This is required on all Formal Complaints!

· Closure of Complaint Checklist:
· Copy of appointment letter for the IO
· Initial DASH
· Copy of investigation
· SJA review  
· EOA review (Appendix I of the order)
· Final Dash
