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ldantify the Problem
C¢ you know if disernmination and sexual harassment exist in your work environment?

Look for the following indicators, Any of these alameants may constiute sexeal
harassment or discrimination.

Physical Contact

Squeazing 4 warker's shoulkder or putting a hand around his or her waist.



Complaint Procaduras

Gostures

Fuckering one's lips suggestively or making obscene signs with one's fingers or hands.
Jokes

Telling off-color, ethnic or racial jokes.

Fictures.

Pinwups, particularly those of scantily=clad indwiioals

Caommeanta
Generalities that lump cne group together and denigrate them.
Terma of Endearment
Callirgg & co=worker "noney.” "dear.” "sweetheart," or some similar expression. The
effect is the primary issue rathar than intgnt, Even if the parson "means nithing to you"
or yau have "used the term for years,” you should be aware that these expressions are
inappropriate,
Cuestionable Complimants

* "Mice legs!” "You ook het in that outft” Compliments like these can make individuals

feal uncomfortable or worse. Even if the persan who received the "compliment” is not
disturbed by it, others may be.

Evaluating Yourself

The military is comprized of peopie with different back grounds, cultures, and belisfs. To
sirive for a more productive work atmasphere, get to know the people you work with and
respect their individuality as they should yours. The following can help you get mare out
of work ralationships.

3. Does this behavior contribute o work cutput and mission accomplishment?

¥ Sould this behavior offend or hurt other members in your organization®?

i Could someane misinterpret my behavior as intentionally harmful or harassing?

w  Could this behavior send out signals that invite inappropniate behavior by athers?



% Do | treat people equal regardless of race, gender, religion, ete.?
Do | care if | offend others?

%

% Do | really listen when someone tries to tell me something | do not want to hear’?

Do peoile feel comfortable being honest with me?
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% Do my subordinates or co-workers tell me about behaviors that they find
Inappropriate?

Your Role and Responsgibility

When a conflict cocurs in your workplace, what rake do you play? To determine this,
ask yoursalf a set of standard questions. The answers to thesa guestions shoukd help
you decide the course of action,

i What happened?

% What was the result of the behavior?

w Did it disrupt the work environment?

% Yvhat area my raspobsaiblitles?

The Recipent

Consider using an informal method of resolution if the behavior was minor. Only use this
method if you feel it will permanently stop the offensive behavier without reprisal and
you feel the offandar shoukd be given a chanca 1o chanogs.

Congider farmal channels if the incident and behavior is sefous, absolutely
unacceptable, or repeated (especially aftar talling the offendsr 1o stop), Sanous
behaviors may include: asking for sexual favors in retumn for a good performance
appraisal; making supenasory decigsions because of a person's race of gender, or

denying leave because of different religious batiefs,

Take responsibility to see that discrimination and sexual harassment are stopped
without reprisal.

The Offending Ferson
# Stop the behavior immediately!

% If you feal you may have disciminated against or sexually barassed somagne, take
action.



% Apologize. Ask another person or supervisor for advice and accompany you to tha
recipient, or intervena on your behalf.

% Talk to the recipient and discuss how you can communicate mare affectivaly.,

If a formal complaint has been filked, seek kegal counsal or assistance o understand
your rights.
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% Seek help from an agency that can assist you in getling on track {e.g. ,Chaplain,
Social Actions, Family Support).

Tha Friend or Co-Worker

% I you are approached by a frlend or co-worker who fesls he or she was
discniminated against or sexually harassed, take action,

& Encourage the recipient to approach the offending parson directly or use other
informal resclution methods.

1 Offer to accompany the recipient ta the offending parson, his or her chain of
command, or an agency to file a formal complaint,

3 IF the situation is serious, encourage the reciplent to seek help through Saocial
Actions or the EEQ counsseling system.

= Take responsibility to see that discrimination and sexual harassment are stoppad
and there is no reprisal,

The Suparvisor
3= If you ahserve or are apgroached about sexual harassment, Bake action,

w Advise the person who was offended, if civilian, of their right to seek help through
the EEQ process.

3 Advise the offending person to stop immediately. If the offender is a supervisor,
report it {0 the next level ar encaourage the recipient te do the same.

w» Act promptly and take comective action if you supervise the offending individual.

Wam all parties immediately against kehavior which may look like direct or indirect
reprisal.

Ly

% Infarm the chain of command.



%= 1ake responsibility to sea that sexual harmsament is stopped and that there is 1o
reprisal.
The Commandeat

3 [f you are the commander of the mcipent, cifending person, or have observed
discrimination or sexual harassment, take action.

% Encourage rezolution at the lowest leval,
3 Brief the aleged offender of his or har rights,

W Discuss behaviors that the recipient may perceive as direct or indirect reprigal. Talk
about staps to report reprisal.

» Recommend mediation, if approgriate.

% FProvide timely resolution and feedback to the recipient or alleged offender.
% Enforce strong sanctions against violatkons.

» Folow-up with all involved individuals.

= Take responsibility to see that sexual harassment is stopped and that there is no
reprisat.

Solve the Problem

To help combat discrimination and sexual harassment in your crganization, never
gnore the prablem, apeak up and seek help. There are two ways to go about this. You
can attempt to resolve the proklam aither informally or formally,

Infarmal Reaolution

Speak with the offender. Approach the individual{s) in person. Give yourself time to
collact your thoughts o cool down. Stay focused on the behavlor and s impact. Write
down your thoughts befora approaching the individualis) invodved. Use common
courtesy and ensure your approach is nol disrespectful.

+ Exampla:

"You're a good wainer but | can't concentrate on the task with you rubbirg my arm_ It
makes me feal uncomfortable.”



Keep records. nclude each event, date, time, location, what happened, what was said,
how you felt, and the names of any witnesses or others victimized by this person.

Write lettera. You can writa a letter to the offender. Include the following in your letter;
w A description of the unwelcome behavior,

% Date{s} and time(s) the behavicr occumred,

A clear massage that you want the behaviar to stop,

= A warning that if behavior does not stop, you will take further actian,

Your signature and date.

"l‘_!'

% Make a copy for your parsonal récords and consider having someaone witness the
transfer of the letter.

Ask othars. Ask another person to talk with the individual{s) involved, accompany you,
or intervene on your behatf. Consider asking others if they have experienced similar
traatrmart from the affender.

Go to chain of command. 0 1o your supervisor or others in your chain af command
and azk for their assistance in resolving the situation.

Ganaric approach- Ferhaps your concern is that the individual needs to be educated or
the unit's palicy needs to be reemphasized. If 3o, ask for assistance from an agency
such as your unit's Equal QOpporunity (EQ) representative or Equal Opportunity Advisor
{ECA) and attempt to resolve the issue without implicating anyone. They can be helpful
in conducting classes on sexual harasament.

Considar madiation. Mediation is a process which i8 hoh-adversarial in nature. It is
provided through the =kl of & trained mediator. It focus is the mutually satisfactory
regolution of disputes. The parties involved amive at what each of them agree is fair or
at least the best available resclution through the mediation procass. You may want {o
try this gption prigr to filing a fermal complaint. If the methed does nol work, other
opiions are available. Some people may use mediation if they are concemed about
safequardiryg the relationship, want to safeguard their privacy; believe they do not have
enough evidenca for a formal complaint, ar simply want 10 try this otion. Ihdlviduals can
sfill pursue a formal complaint if they are not satisfied with the mediation process. Your
EOQA can explain the process and advise individuals on the feasibility of using this
approach,



Formal Resolution

Sexual harassment can have senous consequences for unit cohesion and teamwork.
The Army complaint procedures am designed to address concems specifically related
ta discrimination based on race, color, national ongin, religion, sex, age, and if civilian,
handicapping conditlon. Al Army personnel and their dependenta have tha right to a
thorough and expedient investigation on £0 concems when they perceive an injustica
or incident of unfair treatment has occurrad, i you feel uncomfortable with the informal
procass or are not able to resclve an issue at that kevel, a number of agencies are
available to assist you.

The Chain of Command: YWe encourage you 1o use your chain of command first
before seeking outside resclution, If the problem s within the chain or if you do not want
to use this avenue, there are severai base agencies that can assist

Equal Opportunity Ropreaentative (EQOR): They are responsible for operating the
irstallation's Equal Opportunity and Treatment Program, Thay are also the focal point
for processing miltary comglaints.

Equal Cpporfunity Advisors {EQA): Provide advisory assistance to commanders and
invastigating officars in invesatigation and resolution of discrimination and sesxual
harassment complaints,

The Inapactor General {IG): The IG iz the principal agency for raceiving and
investigating complaints about an installation's work anvircnment and leadership. This
agency conducts inguiries and investigations for viclations of Ammy policy. The 1G is also
the focal point for mporting any reprigals which may occur.

The Housing Referral Office {HRO): The HRO is responsible for mohitoring and
adrinigtenng the ingtallatton’s housing refermal program. The HRO will receive and

invastigate complaints of discimination in the mntal or sale of offpost residences,

The Chaplain: Serves as adviser to the installation commander on all religious matters
and provides guidance an religious practicas, family and martal counseling, and other
secular or non-secular services. The chaplain is the expert on issues conceming
raligicus discrimtnation or accommodation.

The Staff Judgs Advocate (SJA): The SJA is responsible to the Commander on all
lagal matters. He serves ag an advisor in litigating eriminal charges and prozecuting
military personnel for criminal offenzes. The SJA also reviews discrimination reports to
determine if they require further investigation or if evidence supports a violation of Army

palicy.



Reprisal

Each of ug has a right to report sexual harassment or discrimination without fear of
reprisal. Acts of reprisal against an individual should be reported.

Reprisal occurs if someons threatens you or your career because you filed a complaint
or discussed an issue with your chain of command or another agency. It could include
negativa performance ratings, letters of counzeling or reprimand, non-recommaendation
for re-enlistment, etc.

Sometimes repriaal is difficult to recognize. It could inchxle withholding training, danying
opportunities to compete for awards and recognition, or job assignments designed to
limit career progression. For example, "weaken® an individual's perfformance repott or
not congidering them for Civilian of the Quarter.

If a person knowingly files a false statement or tries to use the complaint system in
retallation againat an individual, he or she can be punished. However, a complaint that 2
"not substantiated” does not automatically fall into that category,

Acts of reprisal are ilkegal. K not only affects the reciprent, but can sprasd rapidly
throughout the unit. Reprisal or retaliation against an individual for complaining destroys
faith in unit leadership and can damage the human relations climate. Reprisal alzo
jacpardizes unit effectivenass, morale ahd cobesion.

Leaders should clearly state opposition to reprisal of any type. Leaders must train
subordinates and continually address the negative consequencas of reprisal actions
and thedr impact on the environment. Leaders can cultivate a climate in which the
resolution of complaints is accepled as part of mission accomplishment. Actions such
as co-workars making jokes or comments, astracizing recipents or alleged offenders, or
posting anonymous notes on the bulletin boards impact the unit. Commanders and
supetvizors must observe behavior, actions and moods within the unlt to be aware of
and act quickly if reprisal {real or parcemved) ocours, Leaders must also act quickhy if
“anonymous reprisals™ happen within the unit,

Acts of reprisal or intimidation of any type arg illegal and witl not ke toleratad.

Working Relationships

A goal of every Army keader is for human relations to have a positive meaning. Itis to a
laader's benefit to tmaat pacple fairly, with respact and dignity. This creates a conducive
working environment where subordinates ook forward to coming to work, learning.
daing their job, and warking side-by-side with their co-workers.



Effectiva human relations does not mean forsaking military standards, commaon
courtesy, and discipline. Human relations franslates to supervisors showing concem for
people and acquining knowledge about and respect for the hackground, values, goals,
neads, and =killz of subordinates. Good leaders are witling to listen, respond, and
demonstrate frust and confidence in each individual's ability 10 do the job. These leaders
alo treat individuals and groups with respect and dignity.

Supervisors must foster a work environment that is conducive to accomplishing the
rmission. Traating everyone with respect and dignity is absohtely szzential to ansuring
avaryone is developing and working toward their full potential.

Barriers

Cwerr the history of our nation we have seen how differences can craate conflict and a
hostile work enviranment, If not propery handled, conflict and other negative behawviors,
based an actual or perceived differences. can be detrimental to teamwork and unit
cohesion. Pitfalls can occur that should be dealt with on the spot. The follgwing
axamples are bamers 1o good human ralations;

"I don't want to talk about it." lgnoring the issue of discimination and sexual
harassment won't make it go away. Doing ncthing about it can only increasa the
likelihoad that your arganization coulkd be involved in legal disciplinary action.
Incraagzingly, recipients who feal they have nowhera to tum within theair organizations
take their complaints to formal channels.

"It only happens to women.” Perhaps more often than you think, sexual harassment
doas affect men, as well as women. Studies show that the number of nontraditicnal
sexual harasament complaints is increasing. Sexual harassment can also affect co-
workers negatively. Everyone in your organization can be harmed by sexual
harasasment.

"Sex dowsn't balong In the workplace.” Many people confuse the issue of sexual
harassment with sex or saxual attiludes and behavior. Sexual harassment isn't abowut
sax or healthy parsonal ralationships. |t is an gxprassion of power by ona individual ovar
another that can be personally devastating to the mecipent and cthers,

"W can't even onjoy a good joke anymore.” Zexual harassment and racial jokes
aren't funny. it is no laughing matter when a person's self-worth and job performance
suffer because of inappropriate behavior, What may seem |ike hamrmiless behavior to one
parson can ba offensive to another. It 18 important to understand that this type of
bBehavior can be a form of illegal digcrimination,

"If they are in this country, they should speak clear English." Some people react to
accents negatively. They may evan be rude when someona does not speak "proper”
English. People have accents efther because of sthnicity or the region of country they
come from. English may algo be thelr second language. Some paopke congidar them to



be Jess intelligent, less competent, and less trustworthy. Individuals deserve to be
treated fairly in any situation.

Likewise, people make judgments about others based on the kinds of expressions they
use because of where they're from. Such expreasions include "yonder," “y'all,” or
"Sho'nough." Assumptions can also be made about "hip hop” fanguage. The people
who speak this way are sometimes thought to be uneducated, or less Intelllgent,
"Wa'ra from diffarant backgrounds. how can we communicate?' People have
different experiences which account for many of the problems that ocour whan they try
1o intsrAact crass-culturally or acroas genders. Cultural, racial, and gender differences
affect our expenences. Our experiences; or lack of tham, directly relate to our ability to

communicate and be understood. Sharing experiences and apening the lines of
communication can often bridge these gaps.

Respect

Respeact ia the key to combating discriminalion and sexual harassment in the Army.
Resolve conflicts immediately and at the lowest level,

Explora options that will impreve unit relationships.

Sensitize yourself and your subordinates to the issues.

Promote positive human relations.

Eliminate unaccaptak:le behaviors.

Congider the needs of your organizatian.

Take a stand against discimination and sexual harassment

Effactlve Communication

% Be open about differencas. Don't ignore them. Share how your background has
influenced you.

% Encourage questions about the things that make you different. For example, "I'd like
to learn about that heliday you celebrate. Will you tell me about it?"

= Make a point to make friends with people different from you. Share any concams.

% Forgxamphe, if a new friend has a disability, you might ask, "Does it help if | held the
door for you, or woukd you rather | not?"



w  DonY make someacne a spokesperson for his or her group, "So, what do Hispanics
think about thizg?" Don't suggest the person is an exception, "You're not like other
Blacks I've met.”

% Avoid telling racial or sexual jokes, even jokes about your own group. It encourages
more of the same. Be careful with other kinds of humor such as the "frendly ingult. "

% Make your feelings known if somecne says an unfair remark about a group.

Emphasize common axperiences that unify rather than differences that divide,
Regardless of culture, race, gender, religion, and a host of other factors, people
argund the word share the need to communicate with athers and engage in
meaningful work,
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Qluestions and Answers

Question: How do | pratect myself from false charges of saxual harassment or
digcrimination?

Answer: First, do not have a reputation in your uhit as soameones who teils sexual or
racial jokes, makes inappropriate comments/innuendos, or is the touchaerhugger.
Second, make sound job decisions bassd on pbjechiva criteria and clear professional
standards. Third, document those decisions.

Quastion: Y¥hat are sexually suggestive visuals or cbjects?

Anawar: If you wonder whether a visual or ohjact could be sexually suggestive, taka it
home, it doasn't belong in the workplace, K you have or allow sexually suggestive
vizuals or objects in your workplace, recagnize that they: create potential for a
complaint; da not reflect a professlonal image; and contribute 1o creating an offensive,
hostile, and intimidating work environment.

Question: f someone means no ham by "friendly” behavior and "hammiless” joking, not
intending to hurt any feelings, is he or she still guitty of sexual harassment cr
discrimination?

Anawe- Probably yes. The determination of whether a behaviar is sexually harassing is
nct neceszarly based on how il is intended, but how it 8 received. The guidelines refer
to "unwealkcome” sexual advances and conduct, eithar yverbal ar physical, which have the
effect of creating an intimidating, hostile or offensive work environment. |f the actions
are received this way, the behavior is considerad harassment



CQuestion: VYWe've got bath men and women in our work group and we like to ell jokes
and make comments. What if we get a new person who doesn't like this behavior? Do
we have o change because of one person?

Answar: Yes._ If the workplace behavior is sexual and unwelcame, or if jokes ars
offenane ta a co-worker, that behavior could be discrimibation or sexyal harassmeant,

Cluastion: YWhat's the big deal aboud having sexually oriented pictures, carfoons, and
calendars around work? They aren't wrong or bad, are they?

Answear: Sexualty oriented visuals can be used as evidence in sexual haraszment
complaints. They can contribute toward creating an offenshve, intimidating, and hostile
work environment. These visuals portray males and females more as sexual objects
than as professicnals. They also reflect the attitude of the person displaying them.

Cluastion: Can an individual be sexually harassed even if the behavior is nat directed to
tlm or her?

Answar [ unwanted sexually harassing behavior is occuming in your work
environment, it is sexual harassment even if it is not directed toward you.

Quuestion: When a person wears provocative clothing, isnt he or she asking for
comments?

Answayr: Regardless of what a person wears, another persan does not have the right 1o
sexually harass them. Each individual has the responsibility to dress appropriately for
the job.

Definltlons

Discrimination. Any actlon that unlawfully or unjusily resuls in unegual reatment of
persons or groups bazed on race, color, gender, national erigin, religion, and, if civilian,
handicapping conditions, for which distinctions are not supported by legal or rational
consklerations.

Dizparaging terms- Temms used to degrade or connote negative statements pertaining
to raca, color, gender, national origin, or religion. These terms include insulte, printed
material, visual material, signs, symbols, posters, or insignia. Tha use of thesa terms
constitutes unlawful discrimination.

Prajudice. A negative feeling or dislike based upon a faulty and inflexible generalization
{i.e. prejudging a person or group without knowledge or facts).

Raclgm. Any attitude or action of a person or institutional structure which subordinates
a person of group because of race.



Reprisal. Taking or threatening t¢ take an unfavorable personnel action or withhelding
or threatening to withhold a favorable personnel action against an individual for
attempting to communicate to a supernvisor, commander, inspactor general, mambar of
congrass, or any established grisvance channel,

Saxism- Aftitndes and bediefs that one gender i supsrior to another,

2gx discrimination. The action taken by an individual to deprive a persan of a right
because of their sex. Such discrimination can occur overtly, covertly, intentionally, ar
unintentionally.

Saxual harassmant: & form of sex dischmination that involves unwelcoma sexual
advances, magquasts for sexual favors, and other varbial or physical conduct of a sexual
nature whan;

= Submission 1o or rejection of auch conduct iz mada eithar explicitly or implicitly a
term or condition of a person's job, pay or career, or

=  Submilssion to of rejection of such conduct by a person is used as a basis for career
or employment decisions affecting that person, or

% Such conduct hag tha purpose or effact of unressonably intarfering with an
individual's work performance or creates an inimidating, hostile, or offensive work
environment.

The abave definition emphasizas that workplace conduct, to be actionable as "abusive”
etwvlronment harassment, reed not result in concrete paychological harm ko the victim,
but rather need only be 50 savere or parvasive that a reasonable parson would
percaive, and the victim does perceive, the work environment as hostile or abusive.

+ HNola:

"Workpiace" is an expansiva tarm for military members and may inciude cohouct on-
or off-tiuty, 24 hours & day.

ANy person in a supervisor or command position who uses or condones any fonm of
saxual behavior to cantil, influenca or affact tha camsar, pay, or job of a mititary
member or civilian employee is engaging in sexual harassment. Any military member or
clvllian employee who makes deliberate or repeated unweleome verbal comments,
gesiures, ar physical contact ¢f a saxual nature in the workplace is alzc angaging in
saxual harassment.
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Here are some helpful agencies that will be able to assist you;
ECQ Advisor: DSN 767-3632; Commersial 703-617-3632
HQ Chaplain: SN 787-25%54, Commercial 733-817-2584
Inspector General; DSN 767-BOYD, Commercial 703-617-8070

Legal Azsistance: DSN 767-0238; Commerclal 7031-0235

EQUAL OPPORTUNITY COMPLAINTS

1. Procedures are established to positively respond to allegations of unfair treatment
bazed on race, colar, religion, gender, or nhational origin; and/or allegations of sexual
harassment. Individuals are encouraged to use command channels for redress of
gnevances. Commanders will ensure that sokdiers are aware of the procedures for
pbtaining medrass of complaints including those againzt members of tha chain of
command. The procedures must be displayed on unit bulletin boards at all times,

2. It is the commandearsidirectors responsibility 1o ensuré that complaints eceived are
properly processed in accordance with guidelines sat forth herein. It is the responsibility
of the chain of command or staff agency receiving the complaint ta conduct an

infermal inquiry inte the allegations, determina if the complaint has ment and, if 5o
assist the commander in resolving the complaint at the loweast layve],

3. Individual rights, Scldiars, family mambers, and Department of Army Civilians (DAC)
have the right to.

a, Presant a complaint without fear of inbimidation, raprizal, or harassment,
b. Communicate with commander coneerning their complaint.

&. Receive assistance in filing a complaint.

d. Recaive training on complaint and appeals proceszs,

4. Individual Responsibilities. Individuals have the responsibility to!



a. Try to resolve a complaint by informing the allaged offender that behavior
must stog. (This may not always ba plausible, depending on severity}

tr. Give command the gppartunity to take appropnate action to resolve the issue.

c. Submit only legitimale complaints and exerclse caution against unfounded or
reckiess charges.

5. Entering the complaints processing system. The EQ complaints processing system
addressss complaints that allege unlawful discrimination or unfair treatment on the
basis of race, naticnal origin, color, sex, andfor religious affiliation, or sexual
haragament. Attempts should always be made to salve complaints at the lowest
possible level within an organization.

&. Informal complaint.

a. An informal complaint is any complaint that an individual does not wish to file
in wiiting. Informal complainant's may be resotved by the individual, with the help of a
unit mambar, commander, or somacna &lss in the complainant's chain of command.,
An informal complaint is not subject to time suspense nor is it reportable. However, a
memaorandum of record should be prepared by whom ever worked on résobving the
matter. Memorandum should inclhwis information indicating nature of complaint and

identifying pertinent information to assist in the identification of the unit's command
climate. Memorandums should be passed on to and maintained by unit ECR,

k. Although the processing of Equal Opporunity complaints through the chain of
cammand is strongly encouraged, it will not sarve as the only channal available,
Alternate agencies exist therefore commanders/directors will not preclude anyone from
Lging these channels (in accordance with the procedures Inherent'established by thase
agencikas) ;

{a) Higher echelon it the chain of command.

{&) Equal Opportunity Advisar.

{c) Inspactor General,

(d) Chaplaln.

(e} Provost Marshal/Criminal Investigation Command {CID) .
i Medical agancies.

{g) Staff Judge Advocate.

{h) Housing Referral Office.



c. In some cases, the parson or agency receiving the complaint may be able to
rezolve the issue while keeping confidentiality of the complainant. While confidenttallty
can ba attempted, it will neither be guaranteed nar promised to the complainant by
AYBRNCIAE
cther than the chaplain or a lawyer,

d. The actions of altermative agencias are the same for informal and formal
complaints. Any aternative agency that receives an informal camplalnt of discrimination
or ggxual harasament has the obligation to talk with the complainant, The agency
should find
out as much information as possible concerning the complaint, and tell the complainant
what role the agency has and what will be done with the individual's complaint.

7. Formal complaht.

a. A format complaint is one that results frem an inability to resolve an issue
tnformally or from an act or acts that may appear to warrant an officlal Investigation.
Formal complaints maquire apecific actions, In a timaly mannear, and an audit trail of the
actions
1akeh.

b. An individual files a formal complaint using a DA Form 7278-R, Equal
Coportunity Complaint Form. This form will be lecally reproduced ot 8 1/2 by 11 inch

paApEr,

¢. Soldiers, family members, or DAC have 60 calendar days fram the date of the
alleged incident to file a formal comglairt, This tima limit is astablished to set
reascnable parameters for the inguiry or investigation and resclution of complaints, also
o insure the availabillty of witnesses, aceurate recollection of events, and timely
remedial action.

d. A camplaint should b filed with the commander at the Iowest achelon of
command or EQ advisor at which the complainant may be assured of receiving a
tharough, and unbiased investigation of the allegations.

e. Actions of altemative agencies. The agencies listed in paragraph 6.b. also
sarve as alernative avenues available for filing any formal EO complaints. Initial actions
by aftermnative agencias ara the sama far informal and formal complaints
8. Actlona of commander upon receipt of complaint

a. Upon receipt of a complaint, the commander will ensure that the soldier, family
member, and {DAC) has swom to the complaint.



b. &nh inquiry will be conducted by the commander 1o determine if evidence exists
to wamant a full investigation. Should such svidance axist, the commander will refer the
case to the battalion or brigade level commander for the appointment of an AR 15-6
investigating officer.

c. The investigating officer will provide a written report to the commander of the
results of the investigation. The Equal Opportunity Office will review the findings of the
investigation to ensure compliance with DODYDA policies and objectives.

9, Timelireas of action. Rapld resclutlon of EQ complainte is in the best interest of bath
the person filing the complaint and of the command. After receipt of the complaint, the
commander has 14 calendar days in which to conduct an invastigation or to refer

the case to a highar echelon commander, K the investigation takes more than 14 days |
an extension of 30 days can be granted from the next higher echelon commander. Upon
racelpt of an extenslon, the commander must inform the complainant of the extenzion.
Any additional extenzions must beé approved in winting by the first general officer in the
chain of command.

10. EQA assistance. A commancdar and any invastigating officer will cbtain the
assistance of an EOA to assess the complaint andfor the process of the inguiry or
invastigation. An EQA's skills in complaint handling and confllct raecdution and training
in the sublleties of discrimination and sexual harassment enakle him or her to advise
the commander or any investigating officer in this complex area.

11. Feaedback to tha complainant, The commander will give written feedback to the
complainant on OA Form 7278-R, within 74 calendar days after acknowledgment of the
sampilalnt

12. Appeals Process. If the complainant perceives the investigation failed to reveal all
relevant facts to substantlate the alkegations, ar that the actions aken by the command
on his or her behalf ware insufficent to resolve the complaint, the complainant has the
right to appeal to the next higher commander in his or her chain of command.

a. The appeal must be presented within 7 calendar days following notification of
the results of the investigation and acknowledgment of the actions of the command to
reso/ve the complaint. Tha compdamant must provide a bref gtatarmsnt which identifies
the basis of the appeal. This will be done in writing on the DA Form 7275-R, Part IV,
and raturned 9 the commander wha either conducted the investigation or appointed the
investigating officer.

b. Onegs the commander receives the appeal, he or she has 3 calendar days 1o
refar the appeaal to the next higher commander, The commander to which the appeal s
made has 14 calendar days to review the case and act on the appeal (i.2. approve i,
deny it, or order an additional investigation). Not later than the 14th calendar day
following receipt of the appeal, this commander shall provide written feedback to the
eatmnplainant on the results of the appeal.



13. Follow-up Assessment. The EOA will conduct a follow-up assessment of all equal
opportunity compiaints, both for substantiated and ungubstantiated complaints, 30-45
days following the final dacision rendered on the complaint

14. Disposition of Complainis. After the complainant's ¢ase is closed, the antire
conplaint packet will be filed by the Equal Opportunity Office. The complaint file is then
retained by EC office, using the Amy Management and Record Keeping System
{MARKS) guidance for maimenance and disposition of the recards,



