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| NTRODUCTI ON

0001. PURPOSE. To incorporate equal opportunity (EO into the Mrine Corps’
et hos and | eadershi p phil osophy.

0002. APPLICABILITY. The provisions of this Minual apply to Mrines and
other Armed Forces personnel assigned to, or serving with, Marine Corps
units, and civilian supervisors of mlitary personnel. The policies and
provi sions of the Equal Enploynment Opportunity (EEO Program concerning
civilian personnel enployed by the Marine Corps are provided in separate
Department of the Navy (DON) EEO regul ati ons and are not covered in this
Manual .

0003. POLICY. The Marine Corps will provide EO for all military nenmbers
wi t hout regard to age, color, gender, race, religion, or national origin,
consistent with the [aw, regulations, and the requirements for physical and
mental abilities.

0004. DEFINITION OF TERMS. To ensure uniform understanding of the terns

t hat have special significance/ meaning relative to the Marine Corps EO
policies and procedures, definitions are provided in Appendix F. Terns that
have special nmeaning relative to specific chapters of this Minual are defined
in those chapters.

0005. ADDI TI ONAL REFERENCES. In addition to the guidance provided in this
Manual, a listing of pertinent references is at Appendix G
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CHAPTER 1

PURPOSE AND OBJECTI VES

1000. SCCPE

1. The Marine Corps is built on the trust and teammrk shared between

i ndi vidual Marines and their |eaders. Inherent in this trust is the

under standi ng that fair, scrupulous, and unbiased treatnment is the Mrine
Corps | eadership standard. 1In keeping with this |eadership philosophy, this
Manual will be applied in every command policy, action, and program

2. The responsibility for acconplishing equal opportunity is not dependent
on authority or solely the function of any special staff officer. Rather

all Marines are expected to pronote canaraderie anong individuals, regardless
of age, color, gender, race, religion, or national origin, by setting an
exanpl e of unprejudiced actions and identifying unfair practices to higher
authority via the chain of command.

1001. PURPCSE. Unlawful discrimnatory practices within the Mrine Corps
are counterproductive and unacceptable. Discrimination underm nes noral e,
reduces conbat readi ness, and prevents maxi mrumutilization and devel opnent of
the Marine Corps’ nost vital asset, its “people”. The policy of the Marine
Corps is to provide equality of treatnment and the opportunity for all Marines
to achieve their full potential based solely upon individual nerit, fitness,
and ability.

1002. OBJECTIVES. The primary objective is to integrate equal opportunity
into every aspect of Marine Corps life. Specific objectives are as foll ows:

1. To build and maintain a cohesive conbat ready corps of Mrines who are
focused and deternined to acconplish their nission

2. To pronote teamwork and cohesion through the elimnation of prejudice and
har assnent .

3. To ensure equal opportunity exists for all Marines.

a. We nust ensure that every Marine is prized and appreciated for their
i ndi vidual worth, and that each Marine is afforded full opportunity for
prof essi onal achi evenent.

b. The obligation of each nmenber of the chain of command is to ensure

that this sense of fairness is constant and genuine. An environment of
fairness for all Marines is crucial to building a warfighting team

1-3
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CHAPTER 2

UNIT EO CLI MATE

2000. GENERAL

1. The organizational climate of a unit is the responsibility of the
conmmander. Sound | eadership is the key to elinmnating all forns of unlawf ul
di scrimnation, and those in supervisory positions nust foster an environnment
free of inappropriate behavior. Al individuals in the unit nust be treated
fairly and with nmutual respect.

2. Unit personnel should be all owed and encouraged to address situations
that detract fromthe unit’s cohesion and its ability to performthe m ssion
Commanders nust ensure that the Informal Resolution System described in
paragraph 5002.1 and the Request Mast process can be used by all w thout
intimdation and/or fear of reprisal

3. The notto on the Great Seal of the United States reads, “E Pluribus
Unum ” CQut of Many, One. Just as our one Nation was forned from many peopl e,
a commander must form one cohesive unit frommany individuals. To acconplish
this, command invol verent in the areas addressed in the foll owi ng paragraphs
i S necessary.

2001. CHAIN OF COWAND. The chain of conmand is the primary and preferred
channel for correcting discrimnatory practices and for comunicating EO
matters. The chain of command is the succession of commandi ng officers from
a superior to a subordinate through which command is exercised.

1. Individuals who believe they have been subjected to discrinmnation or

i nappropriate behavi or should report the incident to the chain of conmand if
they believe they are unable to resolve the problem by thenselves or the
incident is crimnal in nature. MCO 1700.23 (Request Mast) provides chain of
conmand clarification for EO conplaints filed through Request Mast
procedures.

2. EO is everyone’'s responsibility. Anyone who w tnesses an act of

di scrimnation has a responsibility to address, correct or report the

i nappropri ate behavior inmediately. Oher specific responsibilities are
identified in chapter 3 of this Manual

2002. MONI TORI NG OF COVMAND CLI MATE

1. Synptons of a breakdown in unit cohesion nmay appear in new and varied
forms. Proactive neasures nust be taken to prevent possible erosion of the
comand' s readi ness posture. This can best be acconplished through concerned
| eadershi p and open, responsive channels of comunication

2. To identify areas requiring comuand attention, the commander nust monitor
all incidents that would reflect discord anong Mari nes. The anal ysis of such
data, in conjunction with other nmanagenent tools, is invaluable to the
conmander in assessing the cohesion of the comand.

2-3
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3. The following is a list of possible indicators of unit unrest or turnoil.

Al t hough not all inclusive, these indicators have proven to be reliable in
t he past:
a. Increase in racial, ethnic or sexual harassment conpl aints/incidents

anong Service nenbers, their famly menbers, and civilian enpl oyees.

b. Incidents with racial/ethnic/sexual overtones that nay occur on base
or in the surrounding civilian comunity.

c. Appearance of racist, religiously intolerant, or prejudicial
literature, signs, graffiti, etc.

d. Marines wearing civilian clothing or tattoos w th organizationa
insignia or words that are racist/sexist or gang-related.

e. De facto or group-inposed segregation in command billeting, ness
hall s, clubs, and recreation areas.

4. |f used and conducted appropriately, conmand assessments are val uabl e
tools in determ ning command climte. Comranders are required to assess
their command EO climate within 90 days of assunption of command, and ensure
proactive strategies are initiated to monitor unit progress if needed.

Al t hough either the MIlitary Equal Cpportunity Cinmate Survey (MECCS) or the
Marine Corps Command Assessment Survey (W ndows) (MCCASWnNn) may be used to
nmeet this requirement, the MEOCS is the preferred survey. Detailed

i nformati on on both of these surveys can be provided by the | ocal Equa
Qpportunity Advisor (EOA). Conmmands that have been assessed within 90 days
of a new comander’s arrival are not required to be reassessed.

a. MECCS. MECCS was designed by the Defense Equal Qpportunity
Managenment Institute (DEOM) to assess the EOclimte of a unit. The MECCS
may be requested fromthe DEOM, utilizing the format and instructions
provided in Appendix L. Since only the requesting comrmander will see the
results of the survey, this is a good tool for conmanders to assess the EO
climate in their units and take corrective actions where necessary. The
results also give the commander an overall comparison of other Marine Corps
units that have taken the survey. Data collected by the MEOCCS is used to get
an overall picture of the Mrine Corps.

b. MCCASWnN. This systemis a conputer generated survey that neasures
perceptions and attitudes of command nmenbers on di scrimnation and
organi zational factors such as assignnments, training, |eadershinp,
communi cations, interpersonal relations, conplaints, discipline, performance
eval uation, pronotions, and general issues. The MCCASWn is an abbreviated
version of the Marine Corps Clinmate Survey (MCCS). The MCCS is administered
periodically to a random sanpling of the entire Marine Corps and Marine Corps
Reserve. The MCCASWn results can represent an EO clinmate snapshot for the
conmmander. It is available at the comander's request and adm nistered by
the ECA. The ECA will brief the conmandi ng officer on the survey results.

5. Rapid command response to EO i ssues nmust be visible to all nmenbers of the
unit. The absence of a visible response can result in increased apprehension
and pol arization. No incident having an effect on EO can be overl ooked or

di scount ed, regardless of howinsignificant or Iimted its involvenent my
appear on the surface. Every incident should be addressed and if necessary
recorded and reported through the chain of comrand for resolution
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2003. MAI NTENANCE OF STATI STI CAL DATA

1. The maintenance and frequent review of statistical data relating to
personnel can alert comanders to the devel opnent of trends and patterns that
may affect the command' s EO clinate.

2. Appendix Ais an ideal tool to manage the EO environment. The Marine
Corps Total Force System (MCTFS) nay be of assistance in conpiling the
majority of the data shown in Appendix A The statistical data conpiled is
not reported to CMC, however, EOis a functional area open to review for
conpliance by the Inspector General (1G. The |G Checklist at Appendix His
provi ded for your information and guide to ensure conpliance.

3. Marine Corps Reserve Support Conmand is exenpt from maintaining data on
I ndi vi dual Ready Reserve (I RR) Marines.

2004. COWMUNI CATI OV | NFORVATI ON, AND AWARDS PROGRAMS

1. Al unit personnel should be aware of the command’ s EO policies,
avai | abl e conmuni cati on channels, and all relevant information discussed in
this Manual. Full use should be made of |eadership training, unit

i nformation progranms, conmand newsletters, bulletin boards, formations, and
wel cone- aboard and indoctrination briefs to achieve this goal

2. FEffective internal information and public affairs progranms provide an
excel l ent nmeans of denonstrating the command's conmitment to EO and the
resul tant conbat readiness. To ensure these prograns support their EO
obj ectives, commanders wll:

a. Ensure that historical/cultural events of significant interest within
the conmand are given proper recognition in installation or |ocal newspapers
within the context of the Marine Corps’ ethos. Appendix J contains a |ist of
DoD recogni zed speci al enphasi s observances.

b. Develop and release to public and internal nmedia, feature stories
concerning efforts and conmitnment by the Marine Corps to ensure fair
treatnent of all personnel

c. Be alert to any journalistic practices that degrade or stereotype
peopl e based on age, color, gender, race, religion or national origin

d. Per the current edition of SECNAVI NST 5720. 44, develop and naintain
sound comunity relations with | ocal governnent |eaders and civic
organi zati ons who support EO for Marines in the comunity (this pertains to
host conmanders at the base/canp/station |evel and above).

3. Comands are encouraged to participate in the various EQO | eadership, and
comunity service award cel ebrati ons sponsored annually by civilian

organi zations. For additional information on these various awards, contact
CMC (MPE). Commands are highly encouraged to establish |ocal awards to
recogni ze those mlitary and civilian personnel whose achi evenents have
significantly contributed to the esprit and teamwrk of the Marine Corps. In
identifying those individuals who nerit recognition, comuanders nust ensure
the sane standards are applied to all nmenbers of the command.
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2005. CAREER DEVELOPMENT/ ASSI GNMENT

1. The opportunity for advancenent is essential to the noral e and readi ness
of a conmand. To ensure equality of opportunity for career progression and
devel opnent, conmanders will ensure that unlawful discrimnation is not a
factor in screening processes.

2. Assignnments have an inpact on advancenent potential. Commanders will
ensure that all assignnents (primary duty, work details, transfer quotas,
etc.) are based on grade, occupational skill requirements, performance, and
the needs of the Marine Corps. Marines will not be denied assignments for
whi ch they are qualified because of age, color, gender, race, religion, or
nati onal origin unless otherwi se authorized/required by |aw or regul ation

2006. TRAI NI NG

1. One of the prinmary neans for inplenmenting the conmand EO objectives is
through | eadership training. Reference (a) mandates that all nmilitary
personnel, including general officers, receive training in EQ hunan

rel ations, and prevention of sexual harassnment. Specific EO training
requi renents are located in chapter 4 of this Mnual

2. Al commands have training material available to them Every major
conmmand has an EQA assi gned who maintains a Training Information Resources
(TIR) Library. The purpose of these libraries is to provide resources for
conmmands or individuals to use in strengthening the cohesion and trust wthin
units. The TIR Library includes videos, books, |esson plans, posters, and
other materials. The EOA is responsible to maintain, update, and manage the
TIR Library. Equal Opportunity Representatives (EOR) will coordinate with

t he nearest (geographic) EQA to use these resources to conduct training at
their units.

2007. MLITARY JUSTICE. Injustice perceived by an individual Mrine or
group of Marines, whether real or imagined, has a detrimental effect on unit
readi ness and norale. Therefore, commanders wll:

1. Ensure military justice and adninistrative separation functions in the
command are perforned free of discrimnation

2. Investigate all cases where discrimnation is suspected or alleged to be
a factor in the judicial process.

3. Monitor command disciplinary statistics for possible trends of unequa
treatnent.

2008. DI SCRIMNATION. Discrimnation is the illegal treatnent of a person
or group based on age, color, gender, race, religion, or national origin

Di scrimnation al so i ncl udes persons condoni ng, ignoring, or failing to
correct negative and hostile working environments, where one or nore of the
di scrimnatory factors nentioned above is present, during the performance of
their duties. Al forns of discrimnation, such as racism sexism and
religious intolerance, can occur not just through the acts of individuals,
but within the systems, policies and procedures of an organi zation. Such

2-6
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unaccept abl e conduct, if uncorrected, will eventually poison a unit's
cohesi on and noral e.

2009. SEXUAL HARASSMENT

1. Definition. Sexual harassnment is a formof discrinination that involves
unwel cone sexual advances, requests for sexual favors, and other verbal or
physi cal conduct of a sexual nature when:

a. Submission to such conduct is made either explicitly or inplicitly a
termor condition of a person's job, pay, career, or

b. Submi ssion to or rejection of such conduct by a person is used as a
basis for career or enploynment decisions affecting that person, or

c. Such conduct has the purpose or effect of unreasonably interfering
wi th an individual's work performance or creates an intimdating, hostile, or
of f ensi ve wor ki ng envi ronnent.

2. This definition enphasizes that workplace conduct, to be actionable as
"abusive work environment" harassnment, need not result in concrete
psychol ogi cal harmto the victim but rather need only be so severe or
pervasi ve that a reasonabl e person woul d perceive, and the victim does
perceive, the work environment as hostile or abusive. (Note: Due to the

uni que nature of mlitary life, "workplace" is an expansive term and includes
conduct on or off duty, 24 hours a day.)

3. Any person in a supervisory or command position who fails to correct, or
uses/ condones any form of sexual behavior to control, influence, or affect
the career, pay, or job of a mlitary nenber or civilian enployee is engaging
in sexual harassment. Simlarly, any mlitary nmenber or civilian enployee
who mekes deliberate or repeated unwel come verbal conments, gestures, or

physi cal contact of a sexual nature in the workplace is also engaging in
sexual harassnent.

4. Conmanders, supervisors, managers, and all others in |eadership positions
will neither tolerate nor fail to correct sexual harassment by their
subordinates, nor will they allow the existence of hostile work environments.
Any such violations of Marine Corps policy are subject to appropriate
disciplinary or admnistrative action, when substanti at ed.

5. Sexual harassnment is a crinmnal offense punishable under the UCM] as a
violation of U S. Navy Regul ati ons.

6. WIIfully subnmitting false allegations is a violation of U S. Navy
Regul ations and i s puni shabl e under the UCM.

7. DON policy on sexual harassment, contained in SECNAVI NST 5300. 26 and MCO
1000.9, requires conmmanders to take appropriate action in each substanti ated
i nci dent of sexual harassnment. Appropriate action includes, but is not
limted to, formal or informal counseling, non-punitive letter of caution
security clearance revocation, adverse fitness report, nonjudicial punishment
(NJP), or court-martial. Additionally, officers and enlisted personnel of
the Navy or Marine Corps will be processed for administrative separation on
the first substantiated incident of sexual harassnent that involves any of
the foll ow ng circumstances:



2010 MARI NE CORPS EQUAL OPPORTUNI TY MANUAL

a. Threats or attenmpts to influence another’s career or job for sexua
favors; or

b. Rewards in exchange for sexual favors; or

c. Physical contact of a sexual nature that, if charged as a violation of

the UCMJ, could result in a punitive discharge.

2010. RACI AL I NCI DENTS

1. \Whenever an incident occurs that appears to have a racial/ethnic cause,
the foll owi ng guidelines should be used:

a. An incident should be considered as a racial/ethnic incident if it
i nvol ves menbers of two or nore racial/ethnic groups where racial/ethnic
factors were the precipitating cause, or during the incident, becane a
notivating factor.

b. Any incident which involves nmenbers of the conmand expressing or
denonstrating open support for known raci st organi zations or groups should be
consi dered a racial/ethnic incident.

2. Avracial/ethnic incident is defined as significant if it contains one or
nore of the follow ng el ements:

a. Death or personal injury that requires hospitalization of an
i ndi vi dual

b. Property danage in excess of $1,000 as the result of a racial
i nci dent .

c. A security/reaction force is alerted.

d. Racially notivated, riotous or rebellious conduct that involves
defiance or overt contenptuous acts directed by a group toward mlitary
authority.

e. Racially notivated assaults involving use of a deadly weapon

f. An incident in which a racist organization is identified or perceived
as being invol ved.

g. An incident which, in the comrander's opinion, may result in
escal ation or future incidents that may negatively affect the command's
r eadi ness.

3. Al significant incidents will be reported to CMC (POC) with an

i nformation copy to CMC (MPE) upon occurrence, per MCO 5740.2. Incidents
that are not initially identified as having racial/ethnic overtones but

| ater, through investigation, reveal racial/ethnic causes, will be reported
upon that deternmination. Subsequent information, to conply with the

requi renents of MCO 5740.2, will be subnmitted within 30 days of the incident.
The submi ssion of the DASH Report will be in accordance with chapter 5 of

t hi s Manual

2-8
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2011. PREVENTION OF DI SCRI M NATI ON. Methods to prevent discrimnation and
forns of harassnment include:

1. Being proactive and ensuring that all EO conplaints are thoroughly
i nvestigated. Addressing incidents of discrimnation as quickly as possible.
These behavi ors/ probl ens do not go away when ignored.

2. Publicizing Marine Corps and | ocal conmand EO policy. Stressing

| eadershi p accountability and enphasi zing teamwrk. Stating that
discrimnation in any formis adverse to nission acconplishnent and will not
be tolerated in the unit.

3. Ensuring all Marines are aware of the avenues of filing EO conplaints and
actions that will be taken agai nst personnel in substantiated cases. A
capabl e, trusted nethod of comunicating EO conpl ai nts strengthens our Corps
agai nst negative val ues and i nappropriate behavi or

4. Setting the exanple by know ng what sexual harassment is and refusing to
condone it. Establishing a command clinmate that precludes sexual harassment
and is reflected at each |l evel of the chain of command. Marines nust not
only refrain from sexual harassment but also actively counter and report such
actions imredi ately. Counseling harassers when sexual harassnent is viewed
even if a conplaint is not filed.

2012. REPORTI NG | NAPPROPRI ATE BEHAVI OR

1. Marine Corps personnel who are recipients of inappropriate, or perceived
i nappropriate, discrimnatory behavior shall be afforded the opportunity to
seek redress. The Marine Corps provides two methods for resol ving EO
complaints: formally and informally. The decision on which nethod to use
rests with recipient, not with command personnel. Command personnel may nake
a recomendation to the recipient but in no way will they order a recipient
to use a specific method to resolve conplaints. Once a conplaint has been
forwarded to the commandi ng of ficer for action, the nethod of resolution is
then left to the commandi ng officer. The conplete conplaint procedures are

| ocated in chapter 5 of this Manual

2. Any person within the supervisory chain of command who receives a form
EO conplaint will forward the conplaint imediately to the conmandi ng officer
for action. |If a Marine is involved, the command nust then report the
conplaint to the CMC (MPE) in accordance with the procedures identified in
chapter 5 of this Manual

2013. USE OF BASE AND UNIT FACILITIES. Base and unit facilities nust be
responsive to the needs of the command and rnust support the commander's EO
policy. Conmmanders nust ensure that EO exists in the decision process
regardi ng the use and operation of all base/unit facilities, to include
barracks/living areas, exchanges, conmi ssaries, religious activities, and
entertainnment/recreation facilities. Al unit |eaders nust ensure conpliance
with this policy, and be alert to any instance of discrimnation. Conmanders
will nonitor the operation of all facilities to ensure that neither
segregation nor discrinminatory practices occur

2-9
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2014. OFF-BASE FACI LI TI ES AND HOUSI NG

1. DoD s housing policy enphasizes the civilian comunity as the primary
source of housing facilities; therefore, the elimnation of discrimnation
against military personnel seeking off-base housing must receive continuous
conmand attention

2. To ensure equal opportunity in housing prograns, comuanders will:

a. Ensure off-base housing and facilities are not restricted to Marine
Cor ps personnel based on age, color, gender, race, religion, or nationa
origin. If irregularities or conplaints arise, they should be forwarded to
the installation conmander.

b. Ensure that housing referral offices provide assistance to all Marines
i n obtaining adequate off-base housing as outlined in MCO P11000. 22.

3. The installation conmander is the Marine Corps’ representative to the
surrounding civilian community and the officer primarily responsible for
fostering equal treatment for nmilitary personnel and famly menbers in that
community. Installation commanders will take the follow ng steps to ensure
equal treatment for nmilitary personnel and their famly nenbers in the |oca
comuni ty:

a. Establish and maintain a working relationship with community councils
or civilian comunity | eaders to address instances and/or patterns of alleged
di scrimnatory practices, and devel op recommendati ons toward resol ving those
probl ens.

b. Develop and maintain procedures for |iaison with appropriate |ocal
state, and federal agencies for solving discrimnation problens.

c. Use the worldwi de authority and responsibility to inmpose off-linmts
sanctions, per MCO 1620.2, should other actions prove unsuccessful. Ensure
that mlitary personnel are advised of:

(1) The right to initiate civil suits against discrimnatory
establ i shnents, appropriate officials to notify in cases of discrimnation in
public facilities, and proper conplaint procedures.

(2) The provisions of Titles Il and Il of the Cvil Rights Act of
1964 and the Fair Housi ng Arendnments Act of 1988.

d. Ensure that |egal assistance officers are know edgeabl e of procedures
for handling conplaints concerning the applicability of the Cvil Rights Act
of 1964 and for requesting the Attorney CGeneral to institute civil suits.

4. The commander's EO objectives nmust actively pronote the nondiscrininatory

assignment of mlitary family nembers to public schools in the community and
the equal treatrment of mlitary nmenbers in civilian adult education prograrns.

2015. DI SCRI M NATI ON BY PRI VATE ORGANI ZATI ONS

1. The DON policy prohibits Marine Corps units or Mrine Corps-sponsored
organi zations fromusing the facilities of organizations having
di scrimnatory nmenbership policies. However, menbership and participation in
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such organi zations or clubs by Marines as private citizens may be pernitted
as long as such participation is not contrary to good order and discipline.
Mermber ship in such organi zations is not encouraged and shoul d be consi dered
in light of the inmpact on trust anong fell ow Marines.

2. Commanders will ensure that personnel who are nmenbers of organizations or
associ ations that have discrimnatory practices that are inconpatible with
official Marine Corps policy avoid activities on behalf of the

organi zati ons/ associ ati ons that give the appearance of Marine Corps
affiliation. When, in the opinion of the commander, the undernining effect
of discrimnatory practices of bona fide private organi zati ons weakens the
noral e of their respective commands, "off-limts" sanctions nay be justified.
The facts relating to the findings of discrimnation and the inpact that it
has on the command shoul d be devel oped by the | ocal Armed Forces Disciplinary
Control Board (MCO 1620.2), which allows all parties a full and fair
opportunity to present their case.

3. Marines nust reject participation in organizations that espouse
supremaci st causes; attenpt to create illegal discrimination based on race
creed, color, sex, religion, or national origin; advocate the use of force or
vi ol ence; or otherw se engage in efforts to deprive individuals of their

civil rights. Active participation, such as publicly denonstrating or
rallying, fund raising, recruiting and training nenbers, organizing or

| eadi ng such organi zations, or otherw se engaging in activities in relation
to such organizations or in furtherance of the objectives of such

organi zations that are viewed by command to be detrinmental to the good order
di scipline, or nmission acconplishnent of the unit, is inconpatible with
mlitary service, and is therefore, prohibited. Conmanders have the
authority to enploy the full range of adm nistrative procedures, including
separation or appropriate disciplinary action, against mlitary personnel who
actively participate in such groups. Functions of command include vigilance
about the existence of such activities; active use of investigative authority
to include a pronpt and fair conplaint process; and use of adm nistrative
powers, such as counseling, reprimnds, orders, and performance eval uations
to deter such activities.
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CHAPTER 3

RESPONSIBILITIES

3000. GENERAL. The Commandant of the Marine Corps establishes and guides
the Marine Corps EO policy. All Marines share in the responsibility to
achieve a Marine Corps that is free of unlawful discrimination. The intent
of the Marine Corps EO policy remains as outlined in 1972 by then Commandant
Robert Cushman in a letter to all general officers and commanding officers:

I view our human relations efforts as major steps in helping the Corps to
attain that environment of equal opportunity, understanding, and
professionalism so vital to our future effectiveness. That environment,
when combined with an open, two-way channel of communication among all
Marines, will permit us to devote our total energies toward maintaining
what our Nation needs and expects from us, a combat ready Corps of
Marines.

3001. MANPOWER EQUAL OPPORTUNITY BRANCH

1. The responsibility for the Marine Corps EO Program is a function of the
Deputy Commandant for Manpower and Reserve Affairs. The EO Program is
managed by the Manpower Plans and Policy Division (MP), and is executed by
the Manpower Equal Opportunity Branch (MPE). CMC (MPE) develops and
administers EO policies, programs, and activities for CMC, and serves as
liaison/advisor regarding manpower issues as they relate to Equal
Opportunity. CMC (MPE) shall maintain responsibility and oversight for all
minority issues.

2. CMC (MPE) will publish the Commandant of the Marine Corps” Equal
Opportunity Statement. New statements are published subsequent to a change
of Commandant.

3. CMC (MPE) is responsible for the preparation of the annual Military Equal
Opportunity Assessment (MEOA). The MEOA will be prepared in accordance with
current DoD directives using information obtained from databases and
information from the Equal Opportunity Data Summary Reports (MC-5354-01).

The annual MEOA will be distributed to all major commands, and commanders are
encouraged to use the information contained in the MEOA to develop their own
EO goals and directions.

4. CMC (MPE) shall maintain and monitor the Marine Corps Discrimination and
Sexual Harassment (DASH) Reporting System. The primary purpose of the system
is to advise the CMC of transgressions occurring in the Corps. It is also
used to provide statistical data and monitor compliance with complaint
timelines.

5. CMC (MPE), in conjunction with DEOMI, will periodically provide
commanders with updated statistics on EO related issues, such as sexual
harassment, discrimination, and the EO climate/environment.

6. CMC (MPE) will coordinate and assume oversight of the Officer
Requirements Review Board (ORRB), and will generate the findings and
recommendations of the board to CMC. The membership of the ORRB consists of:
Deputy Director, Manpower Plans and Policy Division (MP); Deputy Director,
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Personnel Management Division (MM); Head, Reserve Affairs Plans and Policy
Branch (RA); Chief of Staff, Training and Education Command (MCCDC);
Commanding Officer, Officer Candidates School (0CS); Commanding Officer, The
Basic School (TBS); Chief of Staff, Marine Corps Recruiting Command (MCRC);
and Deputy Director, Public Affairs Division (PA). CMC (MPE) will
disseminate information and coordinating instructions to participating
agencies and assemble the ORRB as directed by DC M&RA. The primary purpose
of the ORRB is to review current policies and procedures for recruiting,
training and retaining the officer corps. In addition, it establishes
baselines and reviews measures of effectiveness to determine if current
policies are producing desired results. CMC (MPE) will coordinate additional
requirements tasked to the ORRB as directed by DC M&RA.

3002. COMMANDERS

1. Commanders are responsible for establishing effective EO objectives
within their command. They must ensure that EO is applied in every command
policy, action, and program. They shall establish policies and procedures to
ensure the periodic assessment and update of their EO objectives. EO
objectives vary with the level of command.

2. All Commanders will:

a. Be responsible for publicizing, implementing, and enforcing the
Marine Corps policy on EO and discrimination.

b. Ensure that EO complaints received by the chain of command are
promptly investigated in a fair, impartial manner, and are appropriately
resolved without fear of reprisal, intimidation, or retaliation. The
procedures for processing complaints are located in chapter 5 of this Manual.

c. Publish a command policy statement on EO (which includes sexual
harassment) to support the EO objectives. This statement should include
complaint procedures and identify the possible consequences of engaging in
any form of discrimination. The policy statement should be prominently
posted on all unit bulletin boards, in common areas, high traffic areas and
discussed by unit commanders during leadership training.

d. Ensure follow-ups are conducted with personnel involved in
investigations to ensure consistent enforcement, timeline compliance, and
that reprisal or retaliation has not occurred. Discrimination and sexual
harassment issues should be made a special interest item in the command®s
inspection program.

3. Force Commanders, Commanding Generals and Regimental/Group Commanders.

IT an EOA i1s not assigned to the command, the Commanding General or
Commanding Officer will designate an officer or SNCO for collateral duty as
the Command Equal Opportunity Manager (CEOM) to manage the EO objectives for
their command. The CEOM does not function as the command EOA but only as the
EO program manager; all EOA requirements shall be directed to the nearest
EOA. A letter of agreement shall be established with the Base or Area
Commander to provide EOA support. The CEOM responsibilities are identified
below in paragraph 3003.

4. Battalion/Squadron Level Commanders. Battalion/Squadron level commanders
will designate, in writing, an Equal Opportunity Representative (EOR). The
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EOR must be an officer or SNCO. A volunteer would be the ideal candidate;
however, the commander must ensure the candidate is fully capable of dealing
with issues that may be sensitive in nature. Commanders will ensure the EOR
assignment does not create a conflict of interest with other duty
assignments, i.e., XO, SgtMaj, Legal Officer or 1stSgt. Commands that have
sub-units far removed from their major headquarters should consider
designating a sub-unit EOR to help manage their EO objectives. It is highly
recommended that sub-unit EORs also be assigned at the company level and in
large work sections. These sub-unit EORs may be corporals and sergeants.

5. Commands listed in Appendix B are required to submit an annual Equal
Opportunity Data Summary Report. The report will cover the period 1 October
through 30 September and must arrive at CMC (MPE) by 15 November. The
information required and the format for this report are contained in Appendix
C.

3003. CEOM

1. The CEOM shall be an officer or SNCO desighated to manage the commander’s
EO Program. The CEOM will normally:

a. Monitor EOR assignments and ensure all subordinate unit EORs are
assigned, trained and certified in accordance with chapter 4 of this Manual.

b. Ensure all subordinate commands maintain and submit all reports
required by this Manual.

c. Provide assistance to the EOA in organizing and scheduling commander,
senior enlisted, and EOR training.

d. Be assigned to the billet for a minimum of one year.
e. Attend quarterly EO sustainment training provided by the local EOA.

2. CEOMs will attend either the EO Program Managers Course (EOPMC) conducted
at the DEOMI or local EOR Course (EORC) training. Limited seats for the
DEOMI course are available through CMC (MPE); however, this training is unit
funded.

3004. EOR

1. EORs are a vital part of the EO climate. These Marines are the central
focus to ensuring the command’s EO objectives are successful. Upon
designation, EOR(s) will:

a. Be assigned to the billet for a minimum of one year.

b. Attend indoctrination training, EORC training, and quarterly EO
sustainment training provided by a local EOA.

2. EORs assist commanders in establishing complaint procedures, reviewing
complaints, assessing the command climate, and identifying and conducting
equal opportunity training. EORs may assist the commanding officer in the
maintenance and submission of required reports, in addition to conducting a
review of command policy and action utilizing the Inspector General checklist
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in Appendix H. EORs may also be designated to conduct periodic reviews of
the command®s discrimination/sexual harassment complaint process as outlined
in Appendix I. EORs do not function as advocates for complainants and should
not under normal circumstances conduct inquiries or investigations, but
rather provide a source of information to both the complainant and the
commander. EORs are also points of contact for the local commands to request
materials from the TIR Library managed by the nearest EOA.

3. EORs shall provide EO training to all unit personnel and coordinate the
training of additional instructors, if necessary. They will ensure that all
annual EO training identified in paragraph 4001 of this Manual is
accomplished.

3005. EOA

1. EOAs are assigned to commanders at major Marine Corps installations.
Their mission is to provide instruction, assistance and advice on all EO
matters. Details on EOA responsibilities are located in MCO 5354.3 (Equal
Opportunity Advisor).

2. EOAs attend the EOA Resident Course (15 weeks) at DEOMI. The course
provides information related to EO program management, multicultural history,
diversity, discrimination (includes sexual harassment), and training
management.

3. Recognizing that command structures are different, the commander has the

prerogative of placing the EOA where he/she can best serve the needs of the
command while maintaining access to the commander.

Ch 1
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CHAPTER 4

EO TRAI NI NG

4000. GENERAL

1. The Marine Corps considers EOtraining as a part of basic |eadership
developnent. EO in this view, is a conmbination of three | eadership
principles: (1) Know your Marines and | ook out for their welfare, (2) Set the
exanple, and (3) Train your Marines as a team

4001. TRAI NI NG REQUI REMENTS. Commanders determ ne how best to acconplish EO
training and rmust ensure it neets the requirenents of this Manual and their
command. The best nethod to conduct effective EOtraining is through snmall
group discussions, with the EOR and/or EQA acting as a facilitator. The

trai ning should be inbedded in | eadership devel opment, and there should be
personal involvenment by the commander. Required training consists of the
fol | owi ng:

1. Equal Opportunity Policy Awareness Training. Al commands, to include
PME and formal schools, will ensure EOis included in indoctrination
training. Awareness training consists of an overview of the command’ s EO
policies and procedures, to include EO conplaint processing, and the Informal
Resol ution System (I RS). During awareness training, personnel shall be
provided informati on on how to contact the command’s EOR, CEOM and EOA.
Personnel shall also be provided with the EO hotline nunber and an

expl anation for its use.

2. Annual EO Training. Al Marine Corps personnel will receive at a mnimm
one hour annually of training that details the Marine Corps EO policy; the

ef fects of discrimnation and sexual harassnent on the individual Mrine, the
unit, and how discrimnation underm nes noral e and m ssion acconplishment;

and the proper use of the IRS. Conmmanders are encouraged to tailor the
training to nmeet specific comand needs and to use as nmuch tine as is
required to ensure personnel are thoroughly famliar with the Mrine Corps’
EO policy. Oher suggested areas for training are:

a. EO Leadership Awareness. This training consists of Marine Corps and
conmmand policies, the forns of discrimnation to include sexual harassnent,
identification of behaviors, personnel responsibilities, and characteristics
of a hostile work environnent.

b. Conplaint Procedures. This training explains the nmethods to seek
resolution of EO issues. It shall identify and explain the formal and
i nformal conpl aint procedures; the Infornmal Resolution System selecting the
best nethod for filing conplaints; how and when you file an Article 138 UCMJ
or Navy Regul ations Article 1150; what nust occur when a conplaint is filed;
how to address reprisal; an explanation of the conplaint tinmelines; and other
external nethods to seek redress. The training shall also address the issue
of filing fal se conplaints.

c. Team Marine. Team Marine is a training package in which Marines
| earn that equal opportunity issues are dealt with using | eadership and our
Cor e Val ues.
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3. Leadership Training. Conmanders are encouraged to include the principles
of equal opportunity in SNCO and officer professional mlitary education
sessions. Only by such actions will the inportance of equal opportunity and
how it strengthens our |eadership abilities be fully understood. Such
training should stress to Marines how to build and naintai n professional
wor ki ng rel ati ons and how fairness and unbi ased actions are part of our Core
Val ues. Instruction in PME Schools should be appropriate to the rank and
experi ence of the students.

4. EO Awareness Education. Progressive EO training comrensurate with rank
wi Il enable Marines in supervisory positions to recognize and resol ve
possi bl e discrimnatory and sexual harassnent practices at the | owest |evel
The progressive levels of training are:

a. Comuand- Sponsored Corporal’s Course. The focus should be educating
the small unit | eader on awareness of cultural biases through socialization
and perceptions. Suggested topics include Team Marine, Informal Resol ution
System (I RS), Sexual Harassnment and Discrimination, and Request Mast.

b. Sergeant’s Course. The focus should be on skill devel opnent through
ef fective conmuni cations. Suggested topics include Effective Listening
Techni ques, Conpl ai nt Processing Procedures, and Request Mast.

c. Career Course. The focus should be on skill devel opnent through
conflict resolution. Suggested topics include Filing Equal Opportunity (EO
Conpl aints; Role of the Equal Opportunity Representative (EOR); the Role of
t he Equal Opportunity Advisor (EQA); and Effective Use of Request Mast.

d. Advanced Course. The focus should be on EO policy,
seni or/ subordi nate rel ati onshi ps, and discrimination. Suggested topics
i ncl ude EO I nvestigations and potential punishment inposed on sexua
harassnment and di scrinination cases.

e. Oficer Candidates School. This training provides an introduction to
Marine Corps policy on EQ sexual harassment and discrinination; |eader’s
responsibilities; and IRS. The total period of instruction will be 2.0
hour s.

f. The Basic School. This training will focus on discrimnation and
sexual harassment, the effects of EO issues on the command, use of the IRS
Commandi ng Officer’s responsibilities, and fanmiliarization of standard terns
i n accordance with SECNAVI NST 5300.26. The period of instructionis 3.0
hours.

4002. ECR AND CEOM TRAINING EORs and CEOVs nust attend | ocal EOR training
conducted by an EOA or be a graduate of the DEOM 6-week EOPMC. This
training is designed to prepare EORs and CEOVs to manage the comand EO
objectives for their commander. Local EOR/ CEOM training shall consist of the
fol | owi ng:

1. Indoctrination Training. Indoctrination training is designed to stress
upon EORs/ CEOVs the inportance of EO, and ensure full understanding of the
objectives. EO training shall consist of an overvi ew of EOR/ CEQOM

responsi bilities, an understanding of equal opportunity and an introduction
to this Manual. Indoctrination training shall be conducted by an EQA within
30 days of the assignnment of the EOR/ CEOM
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2. EOR Course. This training consists of 40 consecutive hours providing an
i n-depth review of all EO el ements and thoroughly prepares EORs and CEOMs to
manage their command’s program This training shall be conpleted within 90
days of assignment as an EOR/ CEOM

3. Quarterly EOR/ CEOM Sustai nnent Training. Al EORs and CEOVs shal
regularly attend quarterly sustai nnent training conducted by an EOA. This
training shall be used to reinforce the EO objectives, provide EO objectives
update, and exam ne command trends.

4003. COWMANDERS TRAI NI NG Commanders (conpany through reginental/group

| evel ) are encouraged to attend a 3-day Conmanders EO traini ng course.
Conmander training is conducted by a |l ocal EOA and can be staggered to neet
comrand needs.

4004. SENI OR ENLI STED TRAINING  Senior enlisted (Msgt/1lstSgt/M3ySgt/ Sgt Maj)
training may be conducted by a local EOA and tailored to nmeet comrand needs.
Seni or enlisted personnel may al so consider attending the one week Seni or
Enlisted EO Wrkshop at DEOM. A linmted nunber of seats for the workshop
are avail abl e through CMC (MPE); however, the training is unit funded. Both
courses are designed to stress upon senior enlisted how EO i ssues inpact unit
cohesi on, m ssion acconplishnent, and conbat readiness.

4005. EQUAL OPPORTUNI TY ADVI SOR SUSTAI NMENT TRAINING In an attenpt to
sustain the EQA's know edge of the EO program and increase their

ef fectiveness, it is reconmended that EOAs continue to seek training whenever
possi ble. The following training is recomended for all EOAs:

1. DoD Worl dwi de Equal Opportunity Conference
2. Marine Corps EOA Conference(s)
3. DEOM Mediation Training

4. Inspector General Investigation Training

4006. CULTURAL AWARENESS TRAI NI NG  Recognition of various cultural/gender
awar eness/renenbrance periods is required by reference (a). It is left to
the conmander’s discretion as to how this recognition is to be acconplished,
al t hough sonme form of acknow edgnent must be acconplished during the mandat ed
observance periods. Conmanders may el ect to conduct a conbined nmulticultura
event instead of numerous individual cultural events. Comranders are
encouraged to establish EO councils to plan observance strategies and invol ve
command personnel. Cultural awareness training that does not build unity,
under standi ng, and teammork, is contrary to the intent of this requirenent.

4007. DEOM MOBILE TRAI NING TEAMS (MIT). Commanders nay request an MIT from
DEOM to conduct EO training specifically designed to neet the needs of the
requesting conmand. MIT's are unit funded and may be requested per the
procedures listed in Appendix K
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CHAPTER 5

PROCESSI NG/ REPORTI NG EO COVPLAI NTS

5000. GENERAL. An EO conplaint is a report of conduct that is known or
suspected to be discrimnatory in nature, based on age, color, gender, race,
religion, or national origin. (Sexual harassment is a formdiscrimnation
See paragraph 2009). Reporting procedures are established to provide each

i ndi vidual a neans to seek redress of any known or suspected acts of
discrimnation. Al comrands are required to understand and adhere to the
procedures and tinelines established in this Manual

5001. PROTECTED COVMUNI CATION. All EO conplaints are sensitive in nature
and shall be classified as protected comruni cati on. EO conplaints identified
to the chain of command may include, but are not limted to, those presented
during Request Mast or NJP. Participation of a witness during an officia

i nvestigation also qualifies as protected conmuni cation. Al so, conmunications
received by third parties, i.e., spouse, relative, co-worker, |G a Mnber of
Congress, or any designated official are to be considered protected
conmuni cati ons. Appendi x F provides the conplete definition of protected
conmuni cat i on.

1. Privacy Act. Al equal opportunity conplaints will be handled in
accordance with the Privacy Act. Any conplaint that has not been resol ved
shall be restricted to personnel with a need to know. Individual privacy, to
t he maxi mum ext ent possible, nmust be protected through all stages of the

i nvestigation and resolution of the conplaint. This is not only required by
the Privacy Act of 1974 and SECNAVI NST 5300. 26, but is also necessary if al
personnel are to have trust in their comand’ s handling of EO issues. Once a
conpl ai nt has been resol ved, comranders may rel ease certain information, in
accordance with the Privacy Act, to publicize the consequences of unlawf ul

di scrimnation.

2. Security of Information. Al EO conplaints shall be maintained in a
secure location that restricts and limts access. Agencies or individuals

wi shing copies of a case resolution shall subnmt a formal request to the
commandi ng of ficer that directed the investigation. Commanding officers
shal | provide information or copies to those agencies or individuals who have
a lawful requirement for access. Al other requests nust be subnitted in
accordance with the Freedom O Information Act (FO A). Commands shal

mai ntai n copi es of conpl eted cases for a m nimum of 2 years.

5002. METHODS TO ADDRESS | NAPPROPRI ATE BEHAVI OR. There are two net hods to
address i nappropriate behavior, informal and formal. The circunstances
involved will deternine the appropriate nethod to address conplaints.

1. Informal. This nethod uses the Informal Resolution System (I RS), NAVPERS
15620, to resolve a conflict that is less than crimnal in nature. The IRS
is conprised of three sections: behavior zones (Red, Yellow, and Geen),

rol es of those involved (Recipient, Ofending Person, Oher Person, and
Supervisor), and resolutions (Direct, Informal Third Party, and Trai ning
Informati on Resources). |t enphasizes each person’s responsibility to be a
rol e nodel of appropriate behavior and to confront any form of

di scrimnation, harassnent, or other inappropriate behavior when it is
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observed or brought to their attention. Wen inappropriate behavior occurs
due to differing views, different personalities, |ack of understanding,

nm sconmuni cati on, or stereotypes, the IRS is one of the nost effective

nmet hods to resolve the conflict. The IRS may be used if the conpl ai nant
agrees to it. This is the conplainant’s decision, not the comander’s. Wen
using the IRS, no fornmal action is required by the command; however, the
commander if deenmed necessary nay take additional action. Personnel should
al ways consider using the informal nethod whenever possible, as this is the
nost expeditious means to attenpt resolution and restore the trust necessary
for unit cohesion. Appendix E of this Manual contains a detailed description
of the IRS, to include the comander’s responsibilities under the IRS

2. Formal. This method is used to seek a formal resolution to a conpl aint
of inappropriate behavior. Formal allegations can only be resolved by the
conmander. Anyone within the chain of conmand who receives a fornal

conplaint will forward the conplaint imrediately to the commander. All

formal conplaints will be reported to the CMC, via the DASH, even when IRS is
utilized. Installation EOAs will assist commanders in submitting DASH
reports. |If an EQAis not |located in your geographical area, contact CMC
(MPE) for further guidance.

5003. AVENUES TO FILE FORMAL COVPLAINTS. There are several avenues to seek
formal redress. The nost effective avenue to use will depend upon the

ci rcunst ances surroundi ng the situation and personnel involved. Selection of
the avenue to use will be decided by the conpl ai nant.

1. Request Mast. This is the preferred nethod for an individual to file a
formal conplaint of discrimnation, to include sexual harassment. The
Request Mast will normally be conducted within one working day, but no later
than three working days, after the initial submission. MO 1700.23, Request
Mast, provides specific guidance for Request Mast procedures. A copy of the
Request Mast formis provided in Appendi x M

2. Article 138, UCMJ Conplaint. An individual who alleges wong(s)
conmitted by their Commanding Officer nmay file a formal conplaint under
Article 138, UCMJ. Conmanders should consult with the staff judge advocate
(SJA) when processing a conplaint under Article 138.

3. Article 1150, Redress of Wong(s) Committed by a Superior. An individua
may also file a conplaint against any other superior, in rank or comand, who
the individual believes comitted a wongdoing (U S. Navy Regul ations,
Article 1150). Conmmanders should consult with the SJA when processing a
conmpl aint under Article 1150.

4. Conmuni cations Wth Inspectors General. As an alternative to the norma
chain of command, military and civilian personnel may | odge conplaints and
provide facts to the I ocal Command | nspector. Conplaints may be | odged with
representatives of the Deputy Naval |nspector General or to representatives
of the Deputy Naval |nspector General for Marine Corps Matters/|nspector
General of the Marine Corps (DNIGWC), DSN 224-1348/49 or conmercial (703)
614-1348/ 49, concerning violations of |aws, rules, and regul ations; abuse of
authority; or other m sconduct.

5. I ndividual Communications Wth Congress. |Individuals may wite a
personal letter to nmenbers of Congress at anytine concerning EO issues.

5-4
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5004. I NI TIATION OF AN EO COVPLAI NT

1. Any person may report suspected cases of discrimnation to supervisors in
the chain of command. |In such cases, a thorough inquiry/investigation into
the conplaint is required. An EO conplaint may be made orally, in witing,
or both. Regardless of who initially receives the conmplaint, it nust be
forwarded imediately to the proper authority (nornmally the i nmedi ate
conmandi ng of ficer of the of fendi ng person).

2. Initiating a conplaint is not the same as preferring charges. Preferring

charges is the separate function of signing and swearing to charges in
preparation for courts-nmartial or NIP.

5005. COVPLAI NT | NVESTI GATI ON AND ACTI ON

1. It is the responsibility of the commanding officer of the alleged

of fender to conduct a thorough investigation and take appropriate action. It
is the responsibility of the conmand in which the conplaint was received to
ensure a DASH report is initiated. For conplaints involving personnel from
ot her commands and geographic locations it will require close coordination
bet ween conmands to achieve resolution. The offender’'s command shall provide
t he conpl ai nant’ s commander with a copy of the conpleted investigation, to

i nclude actions taken. |If a conmander is unable to resolve the case, he or
she may forward the case to a higher command for resolution. Conplainants

wi || be advised of the progress of the investigation every 14 days.

2. Conplaints involving other than Marine Corps/Mrine Corps civilian
personnel will be reported to the individual’'s conmandi ng of ficer (Active
Duty Mlitary) or supervisor (DoD/civilian) or contact the CMC (MPE) for

gui dance. Conplaints involving civilian contractors will be reported to the
contracting conpany, via the Commandi ng Officer of the conplainant.
Conmmandi ng Officers nay be required to conduct investigations on personne

i nvolved in incidents that did not occur at their conmand or include other
Service menbers in order to assist other Service branches or contracting
conpani es.

3. Complaints involving Flag/ General Oficers or Senior Executive Service
personnel will be referred to the DNIGVC for investigation

5006. FORMAL COVPLAI NT PROCEDURES. Any formal EO conplaint or allegation of
discrimnation on the basis of age, color, gender, race, religion, nationa
origin or any other form of unlawful discrimnation, to include sexua
harassnment, shall utilize the procedures established within this Manual
Conmmanders must nmeke every effort to adhere to the tinmeline identified.

1. Al fornmal conplaints should be filed (registered) within 60 days of the
al l eged incident occurring by the person naking the allegation

2. Wthin 72 hours or three working days of a conmander receiving a fornma
conplaint or notification of a formal conplaint, the conmand rmust initiate an

i nvestigation into the allegation(s). |If the formal conplaint is against the
comander, the conplaint nmust be referred to the next higher command for
resolution. |If the formal conplaint is against Flag/General O ficers or

Seni or Executive Service personnel, the conplaint will be forwarded to the
DNl GMC for resol ution.
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3. Also within 72 hours or three working days, a detailed description of the
al l egation(s) shall be forwarded in witing via the chain of comand to the
officer in the chain of command who has general court-nartial convening
authority (GCMCA). This report must include the nane of the assigned

i nvesti gator.

4. The commander shall informthe conplai nant when the investigation has
commenced and make every effort to ensure the investigation is conpleted
within 14 days of commencenent.

5. Upon conpletion of the investigation, the investigating officer shal
ensure a legal sufficiency review and an EO review i s conducted on the
findi ngs and recommendati ons. The SJA will conduct the legal review. The
i nvestigating officer will then submit the investigation to the comuander
and the comuander will provide the investigation to the EQA. This wll
enabl e the EOA to advi se the conmander on the EO sufficiency of the

i nvestigation as well. If an EOA is not geographically located with the
unit, contact CMC (MPE) for guidance.

6. If the investigation and required reviews are not conpleted within 14
days, the conmand will subnmit a witten request for extension fromthe
Conmmandi ng General with GCMCA. The request must report on the progress nade
to conplete the investigation and the purpose for the extension. The
Conmmandi ng General can authorize only 30 days of extension. |[If an

i nvestigation cannot be conpleted after a 30-day extension the conmand mnust
contact CMC (MPE).

7. The commander has 6 days upon conpletion of the investigation and review
to forward a final witten report containing the results of the

i nvestigation, as well as any action taken, to the next superior officer in
the chain of command with GCMCA. The report will include a statenment from
the conpl ai nant that indicates their satisfaction or dissatisfaction with the
resol ution. The conpl ai nant resol ution statement should be taken by the ECA
or EOR after notification of resolution

8. Upon completion of the commander’s final witten report, a final DASH
report will be subnmitted to CMC (MPE), in accordance w th paragraph 5007.

For the purpose of a final DASH report, a conplaint is considered final when
the investigation is conplete and the commander nakes the determ nation as to
the validity (substantiated or unsubstantiated) of the conplaint.

9. Throughout the investigation, updates and feedback will be provided to
t he conpl ai nant every 14 days.

10. If the case is referred to NJP, court-nmartial and/or admnistrative
separati on proceeding, CMC (MPE) will be updated via DASH report of the
outconme. (Note: The outcone of court-martial proceedi ngs does not change
the closure code within the DASH report).

5007. DI SCRI M NATI ON AND SEXUAL HARASSMENT (DASH) REPORTS

1. Due to the sensitivity of discrimnation and sexual harassment
conmplaints, CMC (MPE) has inplenmented the DASH conpl ai nt tracking system
The DASH report is required when a formal conplaint is filed and a Marine is
i nvol ved. The purpose of the DASH systemis to track all formal conplaints
of discrimnation or sexual harassnent and the parties involved in the
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i nvestigation until final action is taken. It is a tool to assist in
ensuring that all EO conplaints are appropriately addressed. It is not a
report card for units, commanders, or installations. The information is used
primarily to provide statistical data for reports and to assist in
identifying trends (both positive and negative) on the EO clinmate of the
Marine Corps. The information gathered requires a nunber of personal

entries; therefore, appropriate measures nust be taken to ensure the security
of all information entered into the database. Access to information will be
restricted to those with a need to know only. DASH reports are required to
identify the follow ng:

a. Initial Report. This report is required to identify an allegation of
di scrimnation against a Marine. It indicates the initiation of an
i nvestigation by the conmand(s) involved and that an investigator has been
assi gned.

b. Continuation. This report is required if an EO investigation cannot
be conpleted within the prescribed tinelines. A 30-day extension can be
aut hori zed by the general officer with GCMCA. The reason for the extension
nmust be included in the report.

c. Final. This report is required to identify that an EO investigation
has been conpl eted and final disposition has been rendered.

d. Update. This report is required to update the status of disposition
in an EO conpl aint when a Marine is reconmended for NJP or court-marti al
This report does not change the final closure code.

2. Local Reports. The DASH reporting format is not intended to be used to
informthe chain of comand of allegations of discrinmination. Restriction on
the use of personal information at the local level will help to ensure the
confidentiality and security of the reporting process.

3. Wen a DASH Report is Not Required. Formal allegations of discrimnation
presented to Marine Corps commanders require the involvenent of the i mediate
comuanders and their staffs to resolve the conplaint. Yet, the Marine Corps
DASH reporting requirenments are not applicabl e when:

a. Incidents Involve Only Civilian Personnel. EEO cases are reported
t hrough the appropriate civilian EEO procedures, utilizing MCO 12713. 5.

b. Alleged Conplaints Do Not |nclude Marine Corps Mlitary Menbers.
Mlitary menbers who are assigned to Marine Corps installations, (i.e., Naval
hospital staff, dental corps) shall at times require an investigation be
conducted by the comander to assist the parent Service in resolving an EO
i ssue. Such an investigation does not require DASH reporting.

4. DASH Reporting Procedures

a. It is the responsibility of the conmand in which the conplaint was
received to ensure a DASH report is initiated. The DASH report is required
when a formal conplaint is filed and a Marine is the conplainant or alleged
of fender. The command that receives the conplaint is responsible for
ensuring a DASH report is submitted to the CMC ( MPE)
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b. Wthin 20 days after the date on which the investigation conmenced,
conmanders are required to submt a DASH report, using the fornat in Appendi X
D. The report will include the nane of the investigator and date assigned.

(1) Comuanders will notify the CMC (MPE) of the status of the
conpl aint using the DASH report format contained in Appendix D. The comand
EOA wi Il provide advice on DASH report subm ssion procedures.

(2) Multiple allegations of inappropriate behavior or w ongdoi ng may
be presented to the comander. Therefore, when preparing the DASH report,
conmanders will provide only the information and action taken that is
rel evant to the alleged behavior that is considered discrimnation/harassment
as defined by this Manual.

(3) DASH update reports will be submitted by the commander. The
conmander is responsible for ensuring the update report is subnitted to CMC
(MPE), with assistance fromthe command EOA. Updates are required upon
recei ving an extension, upon determ nation for disposition or resolution
upon concl usion of NJP, court-martial or other adm nistrative action not
previously reported. Comrands not |ocated at or near an installation with an
EOA need to contact Headquarters, U S. Marine Corps (MPE), 3280 Russell Road,
Quantico, VA 22134-5103, conmerci al phone number (703) 784-9371, DSN 278-9371
for further guidance. DASH reports should not be reported via nessage
traffic due to the sensitive nature of the information and to protect the
privacy of the people involved.

(4) If an extension is granted, comands will ensure the narrative
section of the DASH report includes the reason(s) for the extension, |ength
of the extension, and the nane of the commandi ng general authorizing the
ext ensi on.

(5) Final DASH reports will be appended to the 'closed' incident case
files and maintained by the conmand that originated the DASH report. C osed
case information is to be nmintained by the cormand for 2 years with
restricted access.

c. The offender’s commander shall ensure resolution information is
provided to the conpl ai nant’s commander for a final DASH i nput or update.
The final report will include: the conplainant resolution statenent, a
determ nation of validity of the charges, adm nistrative action taken if any,
and a recommendation for NJP or court-martial if warranted.
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APPENDI X A

COVWWAND M LI TARY PERSONNEL RACE/ ETHNI C STATI STI CS REPORT FORMAT

(This report is not required to be submitted to HOMC. It is provided to
assi st commanders in nmanagi ng their EO program)

TOTAL
See note 1 VWHTE AI/AN ASIAN B/ AF H SP NH OPI COMVAND

| On-Board Strength

A.  Nunber Ml es

B. Nunber Fenul es

C. Percentage Ml es

D. Percentage Fenal es

11 Pronotions (Data available in Marine Corps Total Force System (MCTFS))
A, To Sergeant

1. Males Eligible

2. Females Eligible

3. Ml es Not Recommended

4. Fermal es Not Recommended

5. Ml es Sel ected

6. Femal es Sel ected

7. Percentage Ml es

8. Percentage Fenal es

B. To Cor poral

1. Males Eligible

2. Females Eligible

3. Ml es Not Recommended

4. Fermal es Not Recommended

5. Males Sel ected

6. Femal es Sel ected

7. Percentage Ml es

8. Percentage Fenal es

C. To Lance Corporal

1. Males Eligible

2. Females Eligible

3. Ml es Not Recommended

4. Fermal es Not Recommended
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See note 1 WHTE A/AN ASIAN B/AF HSP

NH OPI

TOTAL
COMVAND

5. Ml es Sel ected

6. Femal es Sel ected

7. Percentage Ml es

8. Percentage Fenal es

Recognition (Data available in MCTFS)
A Medal s

1. Ml es Awarded

2. Fenual es Awar ded

B. Certificates of Conmendation/ Meritorious Msts

1. Ml es Awarded

2. Fenual es Awar ded

Forrmal Di scrim nation/Harassnment Conplaints
A. Male (# Reported)

1. Discrimnation

2. Sexual Harassnent

B. Fenale (# Reported)

1. Discrimnation

2. Sexual Harassnent

Di sciplinary Actions (Data avail able in MCTFS)
A. NP (Total)

1. Mles

2. Femul es

B. Court-Marti al

1. Mles

2. Femal es

Adm n Di scharges (Prior to Normal EAS/ ECC) (Data avail able in MCTFS)
A. Honorabl e

1. Mles

2. Femal es

B. Ceneral

1. Mles

2. Femul es

C. O her Than Honorabl e

1. Mles




Vi

VI

MARI NE CORPS EQUAL OPPORTUNI TY MANUAL

See note 1 WHTE A/AN ASIAN B/AF HSP

NH OPI

TOTAL
COMVAND

2. Fenul es

D. Bad Conduct

1. Males

2. Females

E. D shonorable

1. Mles

2. Fenul es

Medi cal Discharges (Prior to Nornmal EAS/ ECC) (Data avail able in MCTFS)

A, Ml es

B. Fenal es

Reenl i stments (Data avail able in MCTFS)
A Eligible

1. Males

2. Femul es

B. Recomended

1. Mles

2. Fenul es

C. Not Recommended

1. Mles

2. Femul es

Training conpleted during this reporting period (Data avail able in MCTFS)
A. MASP (Mlitary Academ c Skills Program

1. Percentage Males

2. Percentage Fenal es

B. Corporals Course

1. Percentage Ml es

2. Percentage Fenal es

C. Sergeants Course

1. Percentage Ml es

2. Percentage Fenal es

D.  SNCO Career Course

1. Percentage Ml es




E.

X

Not es:
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See note 1 WHTE AI/AN ASIAN B/ AF H SP

2. Percentage Fenal es

NH OPI

TOTAL
COMVAND

SNCO Advanced Course

1. Percentage Ml es

2. Percentage Fenul es

EO Trai ni ng Conduct ed

A

B.

Mal es

Femal es

(1) Abbreviations for Race/Ethnic ldentifiers

(AI/AN)
(A

(NH CPI)
(B AF)

(H

(W

Aneri can | ndi an/ Al aska Native

Asi an

Native Hawaiian/ & her Pacific Islander
Bl ack/ African Anerican

Hi spani ¢/ Lati no

Wiite
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APPENDI X B
COVMANDS REQUI RED TO SUBM T AN ANNUAL EQUAL COPPORTUNI TY DATA SUMVARY REPORT
The below listed conmands are required to submt an annual Equal Opportunity Data

Sunmary Report to CMC (MPE). The report provides Conmandi ng OFficer and Executive
O ficer assignnents by race and gender, utilizing the format in Appendi x C.

Comrander, Marine Forces Pacific/ COMARCORBASESPAC *
Commander, Marine Forces Atlantic/ COMARCORBASESLANT *
Commrander, Marine Forces Reserve *

Conmandi ng General, Marine Corps Conbat Devel opnment Conmand **
Conmander, Marine Corps Materiel Conmmand

Conmandi ng General, Marine Corps Recruiting Command

Conmandi ng CGeneral, Marine Corps National Capital Region

NOTE: * Reserve units shall submt one report on active duty personnel and a
separate report on reserve personnel

** Do not include personnel undergoing training

B-1
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APPENDI X C

ANNUAL EQUAL OPPORTUNI TY DATA SUMVARY REPORT FORMAT

The purpose of this report is to enable HQMC to provide data annually to the
Mlitary Equal Opportunity Assessnent. This data is not avail abl e through
ot her sources like the Total Force Data Warehouse. Accordingly, the
conmanders identified in Appendix B are requested to provide it each year to
CMC (MPE) by 15 Novenber.

Mal e Femal e Mal e Femal e

Anerican | ndi an/ Al aska Nati ve

Asi an

Nat i ve Hawai i an/ Ot her Pacific |slander

Bl ack/ Afri can Anmerican

Hi spani c/ Lati no

Wiite
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APPENDI X D

USHMC DIS CRIMINATION AND SEXUAL HARASSMENT (DASH) REPORT TO CMC (MPE) Part 1 of £

The major command  wAll notify e CHMC (MEPE) ria DASH sithin 20 dwys of m mmediste  commander moedring o fommal report or allegation, of disoimivation, bto dchade sweoal
bermesmerd.  The complaird aAll be adered do DASH by the detallation EQ Adwisor. The format for the IMITIAL DASH report ic contained @ the follosdng Gre part fomm.

LEAVE DATS ELENMEMTE ELAME WHEHN IMFORRLATION [ UMAWAILAELE OF DETERLIMATION HAS MOT EEEM LUADE. Afer Gling an IMITLAL DWASH report
with CMC (MPE), use Part 14 (DASH Stame Thodate Report) to provide fmther updete andior to report FINAL closme of this ncidert.

1. INCIDENT DESCRIFTION

DATE MITIATED:

(4) HCIDENT HTMEER.:

(E) DATE REPOR TED:

{C)RERDRTTYPE: () REPORTING SERVICE:
(o oo o
() T ¢ MCC: (F) POC:
DHONE:
LOCATION:

(¥ DATES) OF MCIDENT:
From.:
To:

(H) TYPE DIS CEIMIMATION:

Eﬂg& I:ISex l:IRe]igim |:|Rm

I:I Sexnaal Harasamert

(D LOCATION:

(T) EEP ORETED THROUGH

(B0 SEHSITIVITY

(L) PESCEIPTION OF MCIDENT:

Incident Ho:

Date Frinted:

Page 1
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TUSMC DISCRIMINATION AND SEXUAL HARASSMENT (DASH) REPORT TO CMC (MPE) Part 2 of 5

Signatre of e Recipierd:

PEIVACY ACT STATEMENT EBequiring Doomerd: BMCO P5354 1D, Morne Corps Eqoal Opporbmdty Maooal. Sponeor Code: CMO(MPE).  dogthority: Title 5 175, Code
301; Title 10. Privacy JAct of 1974, ac amended by Title 5 175, Code 522, Principal Puopose: Statictical data collection and macking of complairts recedred. Routine nsec: Teed
to ke the resobrtion of complafts andfor allegations of disoimfration or semal hamesmert recefred by aomdt thoongh fmmal ceporting charmels. Disclonme: Disclosme of the
requested Rftomation is rohmtary. Faibme to disclose the requested dformation may result i delwey of the resobation process or rhibit the ability of the commend — to efect reby
process the complaft and promote the goale of the Maime Corps Equal Opportmity Progmm.

Doate:

2. RECIPIENT INFORMATION:  (REEPEATFOREACHRECIPIENT) DATE INITL4TED:
(A) RECIPIENT NUMEER: (E) COMPONENT: () PAY GRADE:
of
(D) GENDER: (E) RACEETHNICITY: (F) ALCOHOL USE SUSPEC TED:

{1 BECIPIENT PERSONMAL INFORIVIA TION:

[REQUIRES PRIVACY ACTSTATEMENT TO EE SIGHED BY RECIPIENT)

(11 LAST HAME: (21 FIRST MAME: (3) MIDDLE IMITIAL:
(1 55H: {51 DATE OF BIRTH:

(61 LOCAL ADDRESS:

(71 CITY: (81 STATE: (9) ZIP CODE:

{10) COML FHOHE: {11) DSH PHONE: (12) MARITAL STATTS:

(13) RELIGION: (14) MILITARV/CIVILIAH:

(H) RECIPIENT MILITARY IMFORMATION:

(1) BLATOR € OMBLAND: [MAME) () GRADE:  (CORPORAL,EIC.) (3)MOE:

#) STATUS: (S)DUTY STATUS AT TIME OF MCIDENT: {6) ACTIVE DUTY SERVICE DATE:
(FIROTATION DATE: (8) EAS: () UIC/RTIC:

(10) FUTURE MEE: (11) G0 HAME { GRADE:

(12) C0 PHONE HUMEEE::

INCIDENT HO:

Diate Printed:

Page 1
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USMC DISCRIMINATION AND SEXUAL HARASSMENT (DASH) REFORT TO CMC (MPE) Part 3 of 5

Signabare of thic leged Offaruder:

PRIVACY ACT STATEMENT Requirig Doomerd: MCO P5354.1D, Marne Corps Equal Opporbmity Marmal  Sponser Code: CMCHEPE).
Title 10. Priwacy At of 1974, as amended by Title 5 U5, Code 5223, Prirwipal Paopose: Statietical data collection and madiing of complairts recedred. Rotive ses: Used to oad
the resobation of complafts andfor allegatione of disoimination or zemnl barmesment recedred by a it rough ol reporting chavrwels, Ddsclosurs: Disclosms of the requested
informaticn is robmtary. Faibme to disclose the requested dfommation mey resalt iv delwey of the cesobotion process or dthibit the abiliby of the command  bo effectively process the
complaivt and promote the goale of the Marme Corps Equal Opporbmity Progrm.

Soptherity: Title 5 TS, Code 301;

3. ALLEGED OFFENDER INFORMATION:  (REFEATFOREACH ALLEGED OFFENDER) DATE IMITIATED:
(4) ALLEGED OFFENDER. NUMEER: (E) COMP ONENT: () PAY GRADE:
of
(D) GENDER: (E) FACEETHIICITY: (F) EELATIONSHIP TO RECIPIENT:

(¥ ALCOHOL USE STTSPECTED:

(Hy ALLEGED OFFENDER FERSONAL INFORWATION:

(REQUIEES PETVACY ACT STATEMENT TO BE SIGHED BY ALLEGED OFFEHDER)

(LILAST HAME: (2 FIRET HAME: (3) MIDD'LE IMITIAL:
(#) S5H: (53 DATE OF BIRTH: (¥¥YYMMDD)

() LOCAL ADDRESS:

(73 CITY: (8) STATE: (9) ZIP CODE:

(107 COML PHONE: (113 DSH PHONE: (12) MARITAL STATUS:

(13} RELIGION:

(147 MILITAR Y CIVILLA:

([ 4T LEGED OFFENDER, MILITARY INFORWATION:

(REQUIRES PRIVACY ACT STATEMENT TO BESIGNED BV ALLEGED OFFENDER)

(1) MATOR COMBLAND: (HAME) (1) GRADE:  (CORPORAL,ETC.) @) OS:
(4) STATIUS: (S)IDUTY STATUS AT TIME OF INCIDENT: (6) ACTIVE DUTY SERVICE DATE:
(TIROTATION DATE: (FIEAS: () UIC/RIIC:

(10) FUTURE MCC: (113 CO HAME ¢ GRADE:

(12) C0 PHOHE HUMEEE:

IHMCIDENT HO:

Diate Printed:

Page 1
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USMC DIS CRIMINATION AND SEXUAL HARASSMENT (DASH) REPORT TO CMC (MPE) Pari 4 of 5

4. INCIDENT DISPOSITION/RESOQLUTION

DATE PREPARED:

REPEAT THIS PAGE FOR EACH ALLEGED OFFENDER:

ALLEGED OFFENDER'S HAME: (LAST, FIRST, MI)

() DATE ACTION COMPLETED: (E) CLOSURE CODE: SUBSTAMMUHIUE

(C) ACTION TAEEH: I:I ADMIHIS TEATIVE

l:l JUDICIAL

IF ADMINIS TRATIVE: IF JUDICIAL:

HARFATIVE OF ADMINIS TEATIVE ACTION TAEEH:

() JUDICIAL TRIAL RESULTS:

(E) MILITARY SENTEHCE:

(F) CIVILLAN SENTEHMCE:

HAREATIVE OF MILITARY TRIAL / CIVILIAN RESTILTS:
Dlilitary Feslts:

Civilisn Feultc:

() COHVENING AUTHOEITY APPEOVAL:

HARFATIVE OF APPROVING AUTHOEITY RESULTS, (IF REQUIRED):

HMCIDENT HO: Date Printed:

Page 2
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USMC DIS CRIMINATION AND SEXUAL HARASSMENT (DASH) REFORT TO CMC (MPE) Part 5 of 5

DPRIVACT ACT STATEMENT Requiriig Doomuert: IMCO P5354.1D, M Corps Equal Opporbmity Mawsl Sporwor Code: CMC(MPE)  Sathority: Titl: 5 US. Code 301,
Title 10. Privacy Act of 1974, as mmended bey Title 5 75, Code 5223, Principal Paopose: Statistical data collection and g of complairds receired. Readive oses: Used bo bk
the recobhation of complaite andfor allegatione of disaimination or cemal hamecment recedred by a it through fmmal reporting charmels. Dicclosure: Disclooms of the requested
nformatioyy is robmtary. Faihme to disclose the requested ffommatior. may resalt i delay of the resobmtion process o hibit the ability of the command  bo efectirely process the
complaitt and promote the goale of the Marme Corps Equal Opporbmity Progrm.

Signabmre of this Witress: Drate:
5. WITNESS PERSONAL INFORMATION: (REPEAT FOF, E& CH WITHESS ) DATE IMITIATED:

(41 WITHESS HUMEER: af

(E) LAST HAME:

() FIRST HAME:

(D) MIDDLE IMITIAL:

(E) GENDER:

(FIFEQUEST S AMOMNYRIOTY:

() COMPONENT:

(H) GRADE: (:0RPORAL, ETE.)

MLOCAL ADDEESS:

(T CITY:

() STATE S COUHTEY:

(L) ZIP CODE: -

(W) PHONE: (0L WORE)

() DEH:

(D) EELATIONSHIP TO EECIPIENT:

(F) MILITARYY CTVILLAH:

LOCAL USE OF THIS SPACE TO EECORD SUMMARY BY THIS WITHESS: (HOT SENT TO CMC MPE)

HCEIDENT MO: Date Printed: Page 1
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USMC DISCRIMINATION AND SEXUAL HARASSMENT (DASH) REPORT TO CMC (MPE) Part 14
STATUS UFDATE REFORT

will also be subenitted  inothe follesring  foomeat:

Foomal complabts or allegstions not resolred durmg the mitisl 20 dey period require additiomal action o accordsnce
fomtat  for thece additionsl reports s listed belowr. Scbion is complete  when all action, bo fwhide  admirderative
comtprmder  has detenmined  the allegation  to be meubstantisted, or the alleged offinder s fomd  fmocent st 4 conrbmartialicivliag

with chapter 5 of MCO P5354.1D.  The
ceparation.  processing  has been completed, or the
conmt. Final update  stabs

1. COMPLAINT IDENTIFIER

(&) HCIPEN T HUMEBER.:

(E) TODAY'S DATE: (CIREPOET TYPE: |:| CONTIHUATION I:I FIMAL
(1) COBIMIAND POC: DHOHE:
LOCATION:

2. DISPOSITION INFORMATION (REPEAT FOR EACH ALLEGED OFFENDER)

ALLEGED OFFENDER'S HAME: (LAST, FIRST, MDD

() DATE ACTION COMPLETED: (E) CLOSURE CODE: SUBSTANTIATEDVUHSUE S TAHTIATED
(CYACTION TAEEH: |:| ADMINISTEATIVE I:l JUDICIAL
IF ADMIMIZ TREATIVE: IF JUDICIAL:

HARFATIVE OF ADMIMIETREATIVE ACTION TAEEHN:

(1) JUDICIAL TEIAL FESULTS:

(E) MILITARY SENTENCE:

(F) CIVILLAN SENTENMCE:

(5 HARFATIVE OF MILITARY TRIAL ¢ CIVILLAH EESULTS:
Dfilitary Results:

Civilisn Reaults:

(H) CONVENING AUTHOEITY APPEOVAL: Ho

HARFATIVE OF APPROVING AUTHORITY RESULTS, (IF REQUIRED):

(M DATE FINAL ACTION COMPLETED:

IMCIDEHT HO:
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APPENDI X E

| NFORVAL RESOLUTI ON SYSTEM (| RS)

1. BACKGROUND. Devel opnment of the IRS was directed by SECNAV to facilitate
resol ution of interpersonal conflicts at the | owest possible level. It was
devel oped to help resolve conflict resulting fromany formof discrimnation, to
i ncl ude sexual harassnent, or other inappropriate behavior

2. | RS CONCEPT AND GOALS. Provide necessary information and skills to
encourage/facilitate resolving interpersonal conflicts in the workplace at the
| owest possible |evel.

a. Enphasizes core values: Honor, Courage, and Conmitnent.

b. Enphasi zes each person's responsibility to be role nodel of appropriate
behavi or and confront inappropriate behavior when observed or brought to his/her
attention.

3. I NDI VIDUAL RESPONSIBILITIES. In general, each individual's responsibilities
are:

a. Do not ignore discrimnation, sexual harassment, or other inappropriate
behavi or when it is encountered or observed,

b. Review options under the IRS, and
c. Take action to resolve the conflict.

4. |RS IS COWRI SED OF THREE SECTI ONS

a. Behavior zones (based on "reasonabl e person” standard)

(1) Red. Always unacceptable, e.g., seeking sexual favors in return for
favorabl e eval uati on, naki ng supervisory decisi ons based on race/ gender, and "hate"
mail. The nost severe forns of red zone behavior are clearly crinmnal, |ike rape,
and assault.

(a) Behavior that is crimnal in nature cannot be resolved by using the
I RS. Such behavior nust be reported through appropriate | aw enforcenent channels.

(b) Non-crimnal red zone, if resolved and recipient does not desire
further action, should nerely be reported and docunented for supervisor's
i nformati on.

(2) Yellow. Inappropriate behavior. Racial/sexual slurs, coments, jokes,
sexual |y suggestive touching. |If repeated, especially after being told of its
of fensi veness, turns to red, and becones definitely unacceptable.

(3) Geen. Acceptable. Includes counseling on performance or mlitary
appearance. Nornmal social interaction; polite conplinment; touching which could not
reasonably be perceived in a sexual or threatening way; and friendly conversation

b. Roles

(1) Recipient. One who feels offended/ harassed.
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(2) O fending person. One who nay have of fended/ harassed anot her

(3) Third party. One approached by recipient or by offending person or who
observes i nappropriate behavior.

(4) Supervisor. Anyone who has subordi nates, regardless of grade or rank
and who i s approached by any of the above three (or who hinmsel f/herself observes
i nappropriate behavior).

c. Resolution Options (Under |IRS)

(1) Direct. Recipient attenpts to resolve conflict directly with of fendi ng
person. This is the preferred nethod of resolving conflict.

(2) Informal Third Party. Recipient (or offending person) enlists the
i nfornal assistance of some other person to help resolve the conflict.

(3) Training Information Resources. Generic, non-accusatory comrand
traini ng.

(a) May be requested anonynously

(b) The Training Informati on Resources coordinator notifies the
conmander, and the commander determines if Training Informati on Resources are
appropriate to address the issue.

5. COVWANDER S RESPONSI BI LI TI ES UNDER THE | RS

a. Set the example.

b. Establish a conmand climate that all ows and encourages individuals to
resolve conflicts between themsel ves w thout fear of reprisal

c. Keep an open nmind. Listen and do not filter
d. Do not ignore the behavior

e. Know when to get involved and when not to (if IRSis working, give it a
chance to resolve the conflict).

(1) Determine if the IRS has been used; if not, encourage its use if
appropri ate.

(2) Do not intervene when conflict is being resolved by those invol ved.
(3) Intervene when necessary. Get involved when:

(a) You are approached by recipient, offending person, or another
per son;

(b) You observe inappropriate behavior; or

(c) You are otherwi se made aware of a situation which cannot be
resol ved.

(4) Take or support actions to reach resolutions. Provide resource
material s as appropriate.
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(5) In any case, follow up and provide feedback to the individuals
i nvol ved.

(6) Report/take action on all crimnal red zone behavior, informthe
appropriate authorities.

(7) Avoid further traumatizing recipient; e.g., if you need to physically
separ ate personnel, whenever feasible nmove the offending person, not the recipient.

(8) Make referrals to support services as warranted.

6. |IRS | S SUPPORTED BY TWD ELEMENTS (avail abl e through t he EQAs)

a. "Resolving Conflict" Panphl et

(1) Stand al one "How to" guide
(2) Resource to augment |IRS | esson plan
(3) Introduces IRS el enents

(4) Empowers reader to inplenent systemto resolve conflict at |owest
possi bl e | evel.

b. Training Infornmati on Resources Library. Located at mmjor installations,
managed by EQAs.
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APPENDI X F

DEFI NI TI ONS

To ensure uniformunderstandi ng of the terms that have special significance
and/ or neaning relative to the Mari ne Corps Equal Opportunity Program (EOP),
the followi ng definitions are provided. (Ternms that have special meaning

relative to specific chapters of this Manual are defined in those chapters.)

1. Anti-Senmitism Hostility toward or discrimnation against Jews as a
religious or racial group

2. Beliefs. Judgnments or expectancies which one may hol d.
3. Bias. A nental leaning or inclination; partiality; prejudice.
4. Category. A specifically defined division in a systemof classification.

5. Chain of Conmand. The succession of conmanding officers froma superior
to a subordinate through which command is exercised.

6. Conplaint. An allegation of unlawful discrimnnation based on age, color
nati onal origin, race, ethnic group, religion or gender

Infornmal Conplaint. Allegation of unlawful discrimnation or sexua
harassment, nade either orally or in witing, that is resolved utilizing the
i nformal resolution system

Formal Complaint. Allegation of unlawful discrimnation or sexua
harassnment that is submitted via Request Mast, charge sheet, congressiona
inquiry, DON or IGMC conplaint line, Article 138 of the UCMJ, Article 1150 of
the Navy Regul ations, or initiation of adm nistrative or crimna
i nvestigation.

7. Conplainant. A person who subnits allegations of unlawful discrimnation
or sexual harassment.

8. Condition. To make sone aspect of another's enploynent, career, pay,
duty assignment, benefits, or privileges contingent upon fulfillnent of sone
requi renent the maker thereof has no right to inpose.

9. Culture. The |earned and shared behavi ors and perceptions of a group
whi ch have been transnitted from generation to generation through a shared
synmbol system

10. Cultural Diversity. A condition in a group of people or organization
brought about by the gender, religion, racial, cultural, and social
differences that the individuals naturally bring to the group or

organi zati on.

11. Discrinmnation. The act, policy, or procedure that arbitrarily denies
equal opportunity because of age, color, national origin, race, ethnic group
religion or gender to an individual or group of individuals.

12. Disparaging Terns. Terns used to degrade or inply negative connotations
pertaining to age, color, national origin, race, ethnic group, religion or
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gender. Such terns include insults, printed material, visual naterial
signs, synbols, posters, or insignia.

13. Equal Opportunity (EQ. The right of all persons to participate in, and
benefit from prograns and activities for which they are qualified. These
prograns and activities will be free fromsocial, personal, or institutiona
barriers that prevent people fromrising to the highest |evel of
responsibility possible. Persons will be evaluated on individual merit,
fitness, and capability, regardl ess of age, color, national origin, race,
ethnic group, religion or gender

14. Equal Opportunity Advisor (EOA). These Marines are assigned to mgjor
Marine installations and their mssion is to provide information, assistance,
and advice on all EO matters to installation and tenant comuanders (MCO
5354. 3) .

15. Equal Opportunity Cimate. An atnosphere in which all individuals are
treated equitably wi thout regard to age, color, national origin, race, ethnic
group, religion or gender

16. Equal Opportunity in Of-Base Housing. The portion of the Mrine Corps
EOP that supports the Departnment of Defense’'s and the Marine Corps’ goal to
elimnate discrimnation against nilitary and DoD civilian personnel in off-
base housi ng.

17. Equal Enpl oynment Opportunity Program The conprehensive programthrough
which the Marine Corps inplenments its policy to provide equal opportunity in
enpl oyment for all qualified civilian personnel (MO 12713.6).

18. Ethnicity. That which sets off a group by race (defined as genetic),
religion (preferred denonmination), national origin (country of one's
ancestors), or some conbination of these categories.

19. Ethnic Goup. A segrment of the population that possesses conmpn
characteristics and cultural heritage.

20. Ethnic and Racial Categories. Basic ethnic and racial categories for
DoD reporting are defined as foll ows:

a. Anmerican Indian or Alaska Native. A person having origins in the
original peoples of North and South America (including Central America), and
who nmaintains tribal affiliation and/or conmunity attachment.

b. Asian. A person having origins in any of the original peoples of the
Far East, Southeast Asia, Indian subcontinent. This area includes Canbodi a,
Chi na, India, Japan, Korea, Ml aysia, Pakistan, Philippine Islands, Thail and
and Vi et nam

c. Black or African Anerican. A person having origins in any of the
original peoples of Africa.

d. Hispanic or Latino. A person having origins in any of the origina
peopl es of Mexico, Puerto Rico, Cuba, Central or South America, or of other
Spani sh culture or origin, regardless of race.
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e. Native Hawaiian or Oher Pacific Islander. A person having origins
in any of the original peoples of Hawaii, Guam Sanpa, or other Pacific
| sl ands.

f. Wite. A person having origins in any of the original peoples of
Europe, North Africa, or the Mddle East.

21. Hostile Environnent. A type of harassnent that occurs when unwel cone
behavi or of one or nore persons in a workpl ace produces a work atnosphere
which is offensive, intinidating, or abusive to another person using the
reasonabl e person standard

22. Human Relations. The social relations between human bei ngs; a course,
study, or program designed to devel op better interpersonal and intergroup
adj ust ment s.

23. Informal Resolution System (IRS). A process that uses the compn sense
approach for resolving conflict at the | owest possible |evel.

24, Institutional Discrinmnation. Policies, procedures, and practices that,
intentionally or unintentionally, lead to differential treatnent of selected
i dentifiable groups and which, through usage and custom have attai ned
official or sem official acceptance in the routine functioning of the

organi zation/institution.

25. Legal Sufficiency Review. The review of an investigation into a fornmal
conpl ai nt of unlawful discrinination or sexual harassment to determ ne
whet her:

a. The investigation conplies with all applicable |egal and
adm ni strative requirenents,

b. The investigation adequately addresses the matters conpl ai ned of,

c. The evidence supports the findings of the investigating officer or
boar d,

d. The concl usions and reconmendati ons of the investigating officer or
board are consistent with the findings, and,

e. Any errors or irregularities exist, and, if so, their |egal effect,
if any.

26. Mnority. A group which differs fromthe predom nant section of a

| arger group in one or nore characteristics; e.g., ethnic background,

| anguage, culture, or religion and, as a result, is often subjected to
differential treatnent. Race and ethnic codes of minorities are published in
MCO P1080. 20 ( MCTFSCODESMAN) .

27. hjective. Defines the basic result desired.
28. Prejudice. An attitude, judgnment or opinion, wthout regard to
pertinent fact, that is typically expressed in suspicion, fear, hostility, or

i ntol erance of certain people, custons, and ideas.

29. Proposed Corrective Action. Plan of action devel oped to resol ve
identified areas of concern.
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30. Protected Conmmuni cation. Lawful comunication to a menber of Congress,
an |G or to any other person or organization (including any person or

organi zation in the chain of comrand) designated to receive such
conmuni cati ons, to which a person makes a conplaint or discloses information
that he or she reasonably believes evidences a violation of |aw or regul ation
(i ncluding those covering unlawful discrimnation and sexual harassnent).

31. "Quid Pro Quo" or "This for That". A type of sexual harassnent that
occurs when submitting to or rejecting such behavior is used as a basis for
deci sions affecting any person's job, pay, or career. This could be a

prom se of enployment, a pronotion, a threat of or an actual denotion, a duty
assignment, or a positive or negative performance eval uation

32. Race. A division of human beings identified by the possession of traits
that are transnissible by descent and that are sufficient to characterize
persons possessing these traits as a distinctive human genotype.

33. Race/Ethnic Goups. The race/ethnic groups for Marine Corps reporting
are the same as listed under Ethnic and Raci al Categories.

34. Racial/Ethnic Incident. An incident that involves nmenbers of two or
nore racial/ethnic groups, and racial/ethnic factors were the precipitating
cause, or it becane a notivating factor. |If an incident involves nmenbers of
only one racial/ethnic origin but is directed at another racial/ethnic group
it should be considered a racial/ethnic incident.

35. Racism A belief or attitude that race determnes an individual’s
traits and capabilities and that racial differences produce a natura
superiority of a particular race. Behavior or conditions that foster
stereotypes of social roles based on race.

36. Reasonabl e Person Standard. An objective test used to deternine if
behavi or constitutes sexual harassment. This standard considers what a
reasonabl e person's reacti on woul d have been under similar circunstances and
ina simlar environnment. The reasonable person standard considers the

reci pient's perspective and not stereotyped notions of acceptabl e behavior
For exanple, a work environment in which sexual slurs, the display of
sexual |y suggestive cal endars, or other offensive sexual behavior abound can
constitute sexual harassnent even if other people mght deemit to be

harm ess or insignificant.

37. Recipient. Any person subjected to harassnent or discrimnation (also
referred to as conpl ai nant).

38. Reprisal. Taking or threatening to take an unfavorabl e personne

action, or withholding or threatening to w thhold a favorabl e personne
action, or any other act of retaliation, against a nilitary menber for making
or preparing a protected comunication

39. Request Mast. The principal neans for a Marine to fornmally conmunicate
a grievance to, or seek assistance, fromhis or her conmander

40. Sexism Behavior, conditions or attitudes that foster stereotypes of
roles, prejudice or discrimnation based on the sex of an individual
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41. Sexual Harassment (DON Definition, SECNAVI NST 5300. 26B)

a. Sexual harassnment is a formof discrimnation that involves unwel cone
sexual advances, requests for sexual favors, and other verbal or physica
conduct of a sexual nature when:

(1) Submi ssion to such conduct is nade either explicitly or
inplicitly a termor condition of a person's job, pay, career, or

(2) Submission to or rejection of such conduct by a person is used as
a basis for career, or enploynent decisions affecting that person, or

(3) Such conduct has the purpose or effect of unreasonably
interfering with an individual's work perfornmance or creates an intinidating,
hostile, or offensive working environment.

b. The above definition enphasizes that workplace conduct, to be
actionabl e as "abusive work environment" harassment, need not result in
concrete psychological harmto the victim but rather need only be so severe
or pervasive that a reasonabl e person woul d perceive, and the victimdoes
perceive, the work environnent as hostile or abusive [Note: "workplace" is an
expansive termfor mlitary nenbers and may include conduct on or off duty,
24 hours a day.]

c. Any person in a supervisory or commuand position who uses or condones
implicit or explicit sexual behavior to control, influence, or affect the
career, pay, or job of a military nenber or civilian enployee is engaging in
sexual harassment. Simlarly, any mlitary menber or civilian enpl oyee who
makes del i berate or repeated unwel cone verbal coments, gestures, or physica
contact of a sexual nature in the workplace is also engaging in sexua
har assnent .

42. Training and Information Resources (TIR) Library. A library of various
books, videos, and | esson plans on equal opportunity issues |ocated with the
installation ECA's office.

43. Unwel come. Conduct that is not solicited and which is considered
obj ectionable by the person to whomit is directed and which is found to be
undesi rabl e or offensive using a reasonabl e person standard.

44, Values. Those things, people, and ideas that are inportant to an
i ndi vi dual

45. Work Environment. The workplace or any other place that is work-
connected, as well as the conditions or atnosphere under which people are
required to work.
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APPENDI X G
LI ST OF APPLI CABLE/ HELPFUL REFERENCES
1. DoDDir 1350.25, The Department of Defense Mlitary Equal Opportunity
Program
2. DoDI NST 1350.3, Affirmative Action Planning and Assessment Process

3. DoDDir 5500.7, Standards of Conduct, and DoDDir 5500.7-R, Joint Ethics
Regul ati on (JER)

4. DoDDir 7050.6, Mlitary Wi stlebl ower Protection

5.  SECNAVI NST 1600.1, Relationships with O ganizations Wich Seek to
Represent or Organi ze Menbers of the Arned Forces in Negotiation or

Col I ecti ve Bargai ni ng

6. SECNAVI NST 1920.6, Adnministrative Separation of Oficers

7. SECNAVI NST 5211.5, Departnent of the Navy Privacy Act (PA) Program

8. SECNAVI NST 5300. 26, Departnent of the Navy (DON) Policy on Sexual
Har assment

9. SECNAVI NST 5370.7, Mlitary Whistleblower Protection
10. SECNAVI NST 5370.8, Mlitary Reprisal Investigations

11. SECNAVI NST 5520.3, Criminal and Security Investigations and Rel ated
Activities Wthin the Departnent of the Navy

12. SECNAVI NST 5800. 11, Victimand Wtness Assi stance Program

13. SECNAVI NST 12720.5, The Department of the Navy Civilian Equal Enpl oynment
OQpportunity Program (encl osing DoDDir 1440.1, The DoD Civilian Equal

Empl oyment Opportunity (EEO Program.

14. MCO 1000.9, Sexual Harassment

15. MCO 1620.2 Armed Forces Disciplinary Control Board and O f-lInstallation
Mlitary Enforcenment Services

16. MCO 1700. 23, Request Mast

17. MCO P5354.1, Marine Corps Equal Opportunity Mnual

18. MCO 5354. 3, Equal Opportunity Advisors

19. MCO 5730.4, Dissident Protest Activity

20. MCO 5740.2 w Erratum OPREP-3 SIR Serious |Incident Reports
21. MCO 12713.6, Equal Enpl oynent Opportunity Program

22. JAG NST 5800. 7, Manual of the Judge Advocate Ceneral (JAGVAN)
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23. Manual for Courts-Marti al

24. U. S. Navy Regul ations, Articles 1150 (Conpl ai nt of Wongdoi ng), 1165
(Fraterni zation) and 1166 (Sexual Harassment) {OPNAVI NST 3120. 32}

25. OCPM NST 12713.2A, Departnent of the Navy Discrimnation Conplaints (CP
713)

26. Team Marine Lesson Plan, PCN 50100379300, Core Val ues VHS Tape,
PCN 50100379400.

27. Processing EQ EEO Conplaints - A Comrander's Handbook, PCN 50100379600
28. Informal Resolution System (I RS), PCN 50100379700
29. NAVPERS 15620, Resolving Conflict, PCN 20606795000

30. User's CGuide to Marine Corps Leadership Training (NAVMC 2767)
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APPENDI X H

I NSPECTOR GENERAL CHECKLI ST

1. Has the commander established policies and procedures to ensure the
peri odi ¢ assessnent and update of his/her equal opportunity program to

i ncl ude maki ng equal opportunity and sexual harassment a special interest
itemin the command' s inspection progranf

2. Does the Equal Opportunity Advisor serve in the billet to which assigned
and provide instructions, assistance and advi ce to commander(s) on equa
opportunity matters and climte?

3. Has the command published and di spl ayed their equal opportunity policy
statement and does it include sexual harassnent and the possi bl e consequences
for engaging in discrimination and sexual harassment?

4. Has the conmand published procedures for receiving discrimnation and
sexual harassment conplaints, and established procedures to ensure they are
t horoughly investigated and resolved within the tinelines, wthout reprisa
or retaliation?

5. Has the command designated, in witing, an Equal Opportunity
Representative who assists in the comander establishing equal opportunity
policies?

6. Does the conmmand conpl ete and maintain copies of all required annua
reports?

7. Does the conmand review statistical data related to personnel actions for
possi bl e di scrimnatory practices?

8. Does the conmander ensure that conscientious efforts are made to provide
the media with news and articles featuring the acconplishnents of al

Mari nes?

9. Does the command conduct all required equal opportunity training?

10. Is equal opportunity included in |eadership training?

11. Are all formal allegations of discrimnation and sexual harassnent
properly reported?

12. Is immedi ate and effective action taken to elininate discrimnati on when
identified?

13. Are legal sufficiency and equal opportunity reviews conducted on al
di scrimnation and sexual harassnment investigations?

14. Has the command conducted an equal opportunity survey within 90 day of
t he conmander’s assi gnnent?
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1. Date of review
2. Service: Mrine Corps
3. Location of files:
4. Conpl ai nant namne/ case nunber/identifier
5. Date conplaint filed:
6. Date investigation initiated:
7. Date investigation conpleted:
8. Typel/authority for investigation
9. Conplaint factors:
a. Same chain of conmand? Different chain of conmand?
b. Conduct occurred on/off base? On/off duty?
c. Type of EO conplaint: race, color, religion, gender
age, sexual harassment, ethnicity and col or.
A d. Nature of allegations: gestures, verbal, physical
ot her.
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APPENDI X

EO | NVESTI GATI ON REVI EW CRI TERI A

e. Allegations were: substantiated, partially substanti ated,

unsubst anti at ed.

10.

11.

12.

Conpl ai nant denographi cs: rank, gender, ethnic origin,
Al | eged O fender denographics: rank, gender, ethnic origin,

I nvestigating/lnquiry Oficer denographics: rank, gender

origin, age, race

13.

of fi

What

I nvestigating/lnquiry Oficer (10 factors:

a. Who conducted investigation - comrander, assigned investigating

cer, EO Advisor, Inspector General?

b. Did the appointnent of the 10 conply with governing regul ati ons?

process was used to select the 10?

per sonnel

origin

action,

c. Was the 10 outside the rating chain of comand of the parties to the
compl ai nt ?

d. Was the 10 previously experienced in conducting investigations?
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e. Wat training/guidance, if any, was provided to the 10? Didit
i nclude | egal advice? Technical advice from DEOM trained EO specialist?
ot her EO Advisor? Explain

f. Didthe IO have or obtain a worki ng know edge of DoD/ Service EO
policy prior to conducting the investigation?

14. Investigation Factors:

a. Wre all allegations thoroughly addressed? If not, explain.

b. 1Is there any relevant information the conplainant submitted the 10
did not include or address?

c. Didthe investigating agency/10O define the issues subject to
i nvestigation? |If so, were they properly defined so as not to limt the ful
scope of the conplaint?

d. Was the conplainant interviewed at the beginning of the
i nvestigation?

e. Was the conpl ainant kept infornmed of the status of the
conpl ai nt/investigation?

f. Was the alleged of fender interviewed?

g. Were witnesses listed by the conplai nant interviewed?

h. Were witnesses listed by the alleged offender interviewd?
i. Were any key witnesses not interviewed? Explain.

j. Is there docurmentation of witnesses' testinmony, i.e., sunmarized,
taped, verbatim statenent?

k. Were witnesses given the opportunity to sign or otherw se validate
their sumarized testinbny as an accurate representation of what they said?

. Was the testinony taken under oath?

m Does the investigation include a thorough review of the circunstance
under which the alleged discrimnation occurred?

n. Didthe investigation include an analysis of how the victimwas
treated conpared to others within the conplainant's denographic group and
wi th those of other denographic groups?

o. Did the investigation identify any related policies or practices or
i ssues that may constitute, or appear to constitute, discrinination even
t hough they may not have been raised by the conpl ai nant ?

p. |If discrimnation and/or the allegations were unsubstantiated, were
any managenent deficiencies identified that may have contributed to the
al | egati ons addressed and corrected?
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g. |Is there docunentation of the 10 s questions? |If so, were the
guestions worded in such a manner to specifically address the allegations?
If there is no docunentation of the questions, do the responses specifically
address the all egations?

r. Didthe IOclearly and objectively present the facts of the case?

s. Are the opinions of the IO clearly identified as such and di stinct
fromthe factual and docunentary evidence?

t. 1Is there any evidence of bias (a highly personal and unreasoned
di stortion of judgnent) by the |10?

u. |Is there any evidence the conplainant rather than the conpl aint was
i nvesti gated?

v. Are the conclusions sound, |ogical and supported by the facts?

w. Are the reconmendations, if present, appropriate for the
ci rcunst ances?

X. Was there a legal sufficiency review of the report? |If so, was
report found legally sufficient?

y. Was an EO functional review of the report conducted at any |evel for
adherence to EO policy and definitions? |If so, was the review by a DEOM -
trai ned EO Advi sor?

z. Ddthe findings and the report conformto EO policy and definitions?
Expl ai n.

aa. Were there deficiencies, discrepancies, incongruities or
nonconcurrences in the findings, conclusions or reconmendati ons? Were they
noted and corrected? Explain.

ab. |Is there any evidence that the conclusions were based on an erroneous
interpretation of law or regul ati on or nisapplication of established policy,
or constitute a precedent involving new or not yet reviewed policy
consideration that may have effects beyond the actual case at hand?

ac. Were essential docunents relevant to a fair determ nation of the
underlying allegations contained in the file?

15. Corrective action:

a. What corrective action, if any, was taken?
b. |Is corrective action docunented in the case file?

c. Was there any followup regarding the effectiveness of the corrective
action taken?

16. Responses to conpl ai nant s/ subj ect s:

a. Was a response provided to the conpl ai nant?

b. Was response witten or verbal ?
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c. Was feedback docunented in the case file?
d. D d the response adequately address the conplainant's allegations?

e. Was verbal or witten advice given to the conplainant to report any
reprisal taken against themfor filing EO conplaint?

f. Was the subject and all eged offender advised of the outcone?

17. Appeal and redress options:

a. Was the conpl ai nant advi sed of appeal and/or redress options?

b. Did the conplai nant seek appeal or redress of the outcone of the
conpl ai nt?

c. Did the conplainant present new and material evidence not readily
avai l abl e during the investigation?

d. Did any appeal or redress authority find an erroneous interpretation
of law or regulation or msapplication of established policy, or that the
concl usi ons were of a precedent involving new or not yet reviewed policy
consi deration that may have effects beyond the actual case at hand?

e. Did the appeal or redress authority adequately and appropriately
consi der the conplainant's request for further revi ews?
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APPENDI X J

LI ST OF SPECI AL EMPHASI S OBSERVANCES

The speci al enphasis observances |isted here are established and conmmenor at ed
t hroughout DoD. Fromtine to tine, Congress and the President may establish
ot her occasions that may require action. Comranders are expected to
publicize these events, establish policy that supports and allows personne

to have a reasonable opportunity to participate in these events.

Mont h:
Dat es:
Observance:

Aut hority/ comrent :

Mont h:
Dat es:
Observance:

Aut hority/ comrent :

Mont h:
Dat es:
Observance:

Aut hority/ comrent :

Mont h:
Dat es:
Observance:

Aut hority/ comrent :

Mont h:
Dat es:
Observance:

Aut hority/ comrent :

Mont h:
Dat es:
Observance:

Aut hority/ comrent :

Mont h:
Dat es:
Observance:

Aut hority/ comrent :

Mont h:
Dat es:
Observance:

Aut hority/ comrent :

January

Third Monday

Martin Luther King, Jr., Birthday

Public Law 98-144, Nov 83 (Federal Holiday)

February

1-28/ 29

African American Hi story Mnth

First Presidential Proclamation, Feb 76

Mar ch

1-31

Wmen's History Mnth
Public Law 100-0, Mar 87

April/ May

Sunday to Sunday for Week I ncorporating Yom Hashoah
"Days of Remenbrance" for Victinms of the Hol ocaust
Public Law 96-388, Oct 80

May

1-31

Asi an Pacific Arerican Heritage Mnth
First Presidential Proclamtion, My 91

August

26

Worren' s Equal ity Day

First Presidential Proclamtion, Aug 73

Sept enber / Oct ober

15 Sep - 15 Cct

Nat i onal Hi spanic Heritage Mnth
Public Law 100-402, Aug 88

November

1-30

Nati onal Native Anerican Indian Heritage Month
Public Law 102-188, Mar 92
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APPENDI X K
DEOM MOBI LE TRAI NI NG TEAM ( MTT) REQUEST
From Commandi ng General /O ficer naking request
To: Conmmandant, Defense Equal Opportunity Managenent Institute,
Code DL (MIT), Patrick AFB, Florida 32925-3399

Subj: REQUEST FOR MOBILE TRAI NI NG TEAM (MIT) VISIT
1. Request DEOM provide MIT for the purpose of presenting the (enter
type of EO training requested, e.g., 2-day Senior Leadership Equa
Qpportunity Training to Commandi ng Officers and their Sergeants Mjor
and First Sergeants) at (Nanme of Command).

2. Point of contact is

Si gnature of requesting comrander

Copy to:
CMC ( MPE)
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REQUEST FORM FOR DEOMI MILITARY EQUAL OPPORTUNITY CLIMATE SURVEY (MEOCS)

APPENDIX L

| MEOCSREQUEST FORM (PLEASE TYPE) |

NOTES: - We will provide enough answer sheets to complete the MEOCS; however, we only provide one copy of the survey booklet. It isthe organization’s

responsibility to reproduce the survey booklets required.

- For organi zations with more than 100 personnel: Please aim for aresponse rate of at least 50% of the organization’s total strength.
- When using versions other than the SUEOCS we need at |east 50 responsesin order to process your survey.
- For organizations with less than 50 personnel: unless we have advised otherwise, please mark the Small Unit Survey Block in part 13 below. Also, we need at least

7 responses to process a SUEOCS.

1. Grade of requesting commander/organizational head (O-3, O-6, GS-11, SES-4, etc.):

2. Number of peopleintended to survey:

3. Organization’s present location -- State, Country, Area-- (EXAMPLES -- KENTUCKY, JAPAN, GERMANY, PACIFIC):

4a Branch of service (CIRCLEONE):  USAF  USA USCG USMC USN  DoD/Joint Service  Federal Civilian  Other:
4b. Service Component (CIRCLE ONE): Active Duty Reserve  National Guard Other:__(active
5. You will administer MEOCS to (CIRCLE ONE): Military Only Civilian Only Both Military & Civilian
6. Organization’s mgjor command -- MACOM, MAJCOM (EXAMPLES -- TRADOC, CG DISTRICT 2, PACFLEET, AMC):
7. Organization's Unit Identification Code (UIC) (PAS code for USAF):
8. Organization’s mission (CIRCLE ONE): Combat Combat Support Other Support
9. Commander’stitle, Organization’s name and Official address:
(EXAMPLE -- See Our Mailing Address Below -- Item #15)
10. Survey administrator -- Rank and Name: DSN Phone Number:
E-Mail Address Commercial Phone Number
11. Has the organization taken MEOCS before?  No Yes Date or Dates:
12. Demographics of personnel asidentified in #2 above:
MALE FEMALE
OFFICER ENLISTED CIVILIAN OFFICER ENLISTED CIVILIAN
MAJORITY
MINORITY
TOTALS

“MINORITY” Includesthefollowing racial/ethnic groups: Black/African-American, Hispanic, Asian-American/Pacific |slander, & Native-
American/Alaskan-Native. “MAJORITY” Includesthose not in the groupslisted above.

13. Pleaseindicate which version of MEOCS you would like to request; short descriptions of each can be found on the reverse side of thisform:

Standard MEOCS (2.3) MEOCS-LITE Small Unit (SUEOCS) | |
Std. MEOCS Mae Only (2.3 M) MEOCS-EEO
14. Commander’ s/Organizational Head' s signature: Signature:
NOTE: Therequesting commander Rank & Name:

must sign therequest.

Commandant

DEOMI/DR (MEOCS)

740 O'Malley Road, MS 9121
Patrick AFB, FL 32925-3399

15. Forward by either mail or fax:

E-Mail POC at DEOMI: ian.dames@patrick.af. mil

DEOMI Internet address: https://www.patrick.af.mil/deomi/deomi.htm

Our phone number is:
Our FAX number is:

DSN 854-2675 or Commercial (321) 494-2675.
DSN 854-4116 or Commercial (321) 494-4116.

Revised 23 July 2002

FOR DEOMI USE ONLY

REC'D NUMBER OF
ADMIN NUMBER | REC'D REQUEST SENT SURVEYS COMPLETED SENT FINAL RPT FORMS NUMBER OF
DATE DATE FORMS DATE DATE REQUESTED FORMS SENT
SITENUMBER : #FORMSRECHVED MISC INFO:

L-1
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APPENDI X M

REQUEST MAST FORM ( FRONT SI DE)

MCO 1700.23E

MARINE CORPS REQUEST MAST APPLICAT ION
NAVMC 11296 (Rev. 6-97)
SN: 0000-00-888-0350 U/l: EA

PRNACY ACT STATEMENT
Authority: Title5, U. S. Code 301; Title 10, USC Section 5013

Priincipal Purpose:  Formal filing of complaints/problems to command personnel.

Routine Uses: To provide a record to facilitate personnel management actions and decisions; to serve as a date source for
complaint/problem information and resolution efforts.
Disclosure: Disclosure is voluntary. Failure to complete the requested items could result in delayed command action and/or an

inaccurate/incomplete analyss of the complaint/problem.

PART L TO BE COMPLETED BY THE APPLICANT

1. NAME 2. RANK: 3. SSN:
4. UNIT: 5. RACE/ETHNIC GROUP:
6. GENDER: 7. DATE

8a. | desire to Request Mast with: (Provide the name and billet of the Commanding Officer with whom you desire to communicate.):

8b. NATURE OF COMPLAINT/PROBLEM: (Give in as much detail as possible the basis of your complaint; describe the incident(s)/behavior(s) and
date(s) of the occurrence(s); the names of the individuals involved, witnesses and to whom it may have been previously reported. Include any
other information relevant to your compliant/problem. Attach additional sheets, as needed).

8c. REQUESTED REMEDY/OUTCOME: (Clearly state what assistance or complaint resolution you are seeking from the commanding officer
named in 8a above.)

9. AFFIDAVIT

1, , have read this statement which begins in Block 8b
on this page (page 1) and ends on page .| fully understand the statement made by me and certify the statement is true. | have initialed all
corrections. | make this formal statement without threat of punishment and without coercion, unlawful influence, or unlawful inducement.

(SIGNATURE OF APPLICANT/DATE)

A-1 Appendix A to ENCLOSURE (2)
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REQUEST MAST FORM ( REVERSE S| DE)

MCO 1700.23E

NAVMC 11296 (Rev 6-97) PAGE 2

PART Il: TO BE COMPLETED BY THE OFFICER CONDUCTING REQUEST MAST

10. DISPOSITION: (Provide a detailed explanation of actions taken or attempted to resolve the complaint/problem, to include any other referrals.
If an inquiry/investigation was initiated as a result of this complaint, provide the type conducted and the results. Attach additional sheets as
necessary.)

COMMANDING OFFICER SIGNATUREDATE

PART Il ARPLICANT'S ACKNOWLEDGMENT OF REQUEST MAST

(Applicant should initial/complete the appropriate satement(s))

| have had the opportunity to communicate directly with my Commanding Officer named in Block 8a and understand the
disposition or probable disposition of my problem/complaint.

| have had the opportunity to communicate directly with
(name and billet of commanding officer subordinate to officer named in Block 8a), understand the disposition or probable
disposition of my problem/complaint, and voluntarily withdraw this Request Mast.

| have not had the opportunity to communicate directly with my Commanding Officer named in Block 8a.

| have had the opportunity to communicate directly with my Commanding Officer named in Block 8a but have not been
informed of the disposition or probable disposition of my problem/complaint.

WITNESS' SIGNATUREDATE APPLICANT'S SIGNATURE/DATE

Appendix A to ENCLOSURE (2) A-2
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APPENDI X N

RESOURCES AVAI LABLE

1. NEWBLETTER  Three tinmes a year the CMC (MPE) will publish a newsletter (Equa
Qpportunity Newsline). This newsletter is available on the HOMC EO Website. It
provi des information and updates concerni ng EO i ssues.

2. DEOM COURSES. Frequently, the CMC (MPE) will announce class schedul es
available fromDEOM. Nornmlly, these courses are ideal for officers as well as
senior SNCO s in | eadership positions (SgtMaj/IstSgt). The follow ng courses are
avai |l abl e t hrough DEOM :

Equal Opportunity Advisor Reserve Conponents Course (EQARCC)

Length: Phase |: (Distance Learning/ Correspondence Course) Student has 3 to 6
nonths to conplete Phase | studies, Phase Il: 3 weeks of resident training.

Target Audi ence: Reservists and civilians who advi se reserve conponent Conmanders
on EO matters.

Met hod of Instruction: Distance Learning (DL)/correspondence, small group

di scussi ons/ exerci ses, and |ectures

Course Description: The Reserve Conponents Course is equivalent to the EQA Course.
Upon enrollment in the resident course, students are mailed a packet of training
materials to conplete Phase I. Phase | consists of a two part nonresident course
of study that focuses on |nterpersonal Awareness, and Ethnic Studies and is
acconpl i shed through di stance | earni ng/correspondence. After conpleting a nultiple
choice/true/fal se test with 70% accuracy during Phase |, students are eligible to
conplete Phase Il. Phase Il is 3 weeks of resident training that focuses on smal
group activities conducted to enhance the DL portion and the Dynam cs of Power.
Phase Il also includes 4 days of Service Specific Training. G aduates are
qualified to serve as EOAs in Reserve and National Guard Units.

Equal Opportunity Program Managers Course (EOPMO)

Length: 6 Weeks

Target Audience: Mlitary and civilian personnel who nmanage EO prograns and
supervi se EOAs

Met hod of Instruction: Interactive lectures, large and small group di scussions,
experiential exercises, feedback, group dynam cs and devel opment, and guest

| ectures.

Course Description: The course devel ops a base of know edge and skills that
prepare graduates to effectively manage the EO program and to provi de advice and
assistance to EOAs. Studies focus on the inter/intrapersonal and organi zationa
aspects of EO.  Studies progress fromcomunication to individual and group
behavior. The course entails a 3-week core portion and a 3-week Service Specific
portion. The attendees are integrated into the Service Specific portion of DEOM’s
EOA course. Instructional nethodol ogies include: student-centered |ectures, smal
group processing, role playing, student exercises and presentations, debate,
reactive cultural paper, and guest speakers.

Equal Opportunity Orientation Wrkshop (ECON

Length: 5 Days

Target Audi ence: This workshop is designed for officers (O4 and above) and
civilians including |egal officers, chaplains, and inspector general personnel in

| eadership positions. H ghly reconmended for officers (O4 and above) about to take
conmand responsibilities. This workshop is not a substitute for EQA or EOPMC.
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Met hod of Instruction: Seninar, snmall group discussion, and practical exercises
Course Description: The goal of the workshop is to inpart upon the participants
the manner in which EO issues inpact unit cohesion, mssion acconplishment, conbat
readi ness and increased awareness, sensitivity, and understanding of EO issues.

The wor kshop i ncorporates participants’ personal and professional experiences.
Partici pants are encouraged to bring real-world issues and problens to the table,

gi ve and receive feedback, understand the inpact of their behavior on others, group
and on | arger organizational systems. The Wrkshop al so provi des attendees the
opportunity to benefit from student and organi zati onal diversity of working issues.

Seni or Enlisted EO Wrkshop ( SEEOWN
Length: 5 Days
Target Audi ence: Master Sergeants, First Sergeants, Master Gunnery Sergeants,
Sergeants Maj or
Met hod of Instruction: Sem nar
Course Description: The goal of the workshop is to inpart upon the participants
the manner in which EO issues inmpact unit cohesion, mssion acconplishnment, conbat
readi ness and i ncreased awareness, sensitivity, and understanding of EO issues.
The programis divided into the followi ng topic areas:

Soci al i zati on and Val ues

Dynam cs of Power

Sexi sm and Sexual Harassnent

Leading a Culturally Diverse Wrk Force

Cont enporary (Energing) EO | ssues

Future Focus
The training nethodology is interactive |ectures, video presentations followed by
di scussi ons, case study and scenario solving, and facilitated action planning.
Facilitators are experienced subject-matter experts and are graduates of DEOM'’s
Resi dent EOA Course

Medi ati on Course

Length: 1 Wek

Target Audience: Mlitary and civilian personnel who have attended previ ous DEOM
Civilian EEO or MIlitary Equal Opportunity Advisors Courses who need to | earn how
to medi ate di sputes concerning personnel or Equal Opportunity (EO/Equal Enpl oyment
Qopportunity (EEO issues in the Departnent of Defense.

Met hod of Instruction: Practical exercises and |ectures

Course Description: This course builds on knowl edge and skills devel oped in
previous DEOM Civilian EEO or Mlitary Equal Qpportunity Advisor Courses. It
provides participants with skills necessary to nediate disputes at their commnds,
installations, and activities. Gaduates are certified to mediate civilian
personnel and equal opportunity disputes wi thin DoD.

To register, contact CMC (MPE) at DSN 278-9371 or Commrercial (703) 784-9371 and ask
for the Senior EQA

3. Publications Available. The follow ng publications are avail able through MCLB
Al bany, GA:

Publ i cati ons PCN

Team MAri N, . . e 50100379300
Processi ng EQ EEO Conpl aints - A Commander's Handbook.................. 50100379600
Informal Resolution System (IRS) Lesson Plan........................... 50100379700
Resolving Conflicts Panphlets (IRS)...... ... . . . . .. 20600795000
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