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This instruction implements Air Force Policy Directive (AFPD) 36-27, Equal Opportunity, 22
May 2009. It prohibits unlawful discrimination and harassment, and reprisal. It establishes the
requirements for the Air Force Military Equal Opportunity (MEO) Program and the Civilian
Equal Employment Opportunity (EEQO) Program. This publication applies to all military and
civilian Air Force (AF) personnel, including Air Force Reserve Command (AFRC) Units. This
publication applies to Air National Guard (ANG) personnel in federal active duty status under
Title 10, U.S. Code. This instruction covers complaints of unlawful discrimination filed by
appropriated-fund, non-appropriated-fund, applicants for employment, and former employees of
the Air Force. It also applies to employees from federal agencies receiving Air Force support
under a servicing agreement who allege unlawful discrimination in matters controlled by the Air
Force. It does not apply to contract employees (unless authorized by law or regulation to file a
federal agency complaint), employees or applicants of the Army and Air Force Exchange
Service, members of the ANG (to include ANG Technicians) in a duty status under Title 32, U.S.
Code.

For purpose of this instruction, the term Installation or Center Equal Opportunity (EO) Director
refers to the individual responsible to the senior AF Commander or Director in charge of the
mission and accountable for the overall organization EO and Human Relations climate. With
respect to EEO complaints, the terms Informal and Pre-complaint are used interchangeably.
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For military personnel, this instruction establishes requirements for unlawful discrimination
complaints based on race, color, religion, national origin or sex (including sexual harassment);
unit climate assessments; human relations education; use of alternative dispute resolution
procedures; equal opportunity and treatment incidents; dissident and protest activities;
affirmative action planning and assessment; accommodation of religious practices; and appeals
procedures.

For civilian personnel, this instruction establishes the requirements for implementation of federal
law and the regulations of the Equal Employment Opportunity Commission (EEOC or
Commission) that prohibit unlawful discrimination based on race, color, religion, sex, national
origin, age (40 or older), disability, genetic information, or reprisal for participating in the EEO
process or opposing discriminatory practices.  Although AF policy prohibits unlawful
discrimination based on sexual orientation for civilians, this instruction does not apply to such
complaints that may be raised under appropriate grievance or other appeal procedures. Unit
climate assessments and human relations education also apply to civilian personnel.

This instruction directs collecting and maintaining information subject to the Privacy Act of
1974. The authority to collect and maintain the records prescribed in this instruction is Title 42
U.S. Code, Section 29ee-3, et seq., Executive Orders 9397 and 13478 (SSN), System of Records
Notice FO36 AF DP G, Equal Opportunity (EO) and Sexual Assault Prevention and Response
(SAPR), and the systems notice for the EEOC complaints and appeals records at EEO in the
Federal Government and Appeals Records (Jul 300, 2002, 67 Fed. Reg. 49338 (EEOC/GOVT-
1), 42 U.S.C., Section 2000e-16(b) and (c); 29 U.S.C., Section 204(f) and 206(d); 29 U.S.C.,
Section 633(a); 29 U.S.C., Section 791; Reorg. Plan No. 1 of 1978, 43 Fed. Reg. 19607 (May 9,
1978); Executive Order No. 12106; 44 Fed. Reg. 1053 (Jan 3, 1979). Forms affected by the PA
have an appropriate PA statement. The applicable Privacy Act System Notice is available online
at: http://www.defenselink.mil/privacy/notices/usaf.

Vigilance should be taken to protect Privacy Act (PA) and Personally Identifiable Information
(P11) when submitting or sending nominations, applications or other documents to DoD agencies
whether through government internet systems (e-mail), postal methods, faxing or scanning. As a
minimum review the following references and take appropriate actions to protect your PA/PII
that contains sensitive or For Official Use Only (FOUO) information before sending: AFI 33-
332, Privacy Act Program, Chapter 7 and 12, DoD 5400.11-R, Department of Defense Privacy
Program; AFI 33-119, Air Force Messaging, and AFI 33-129, Web Management and Internet
Use.

Refer recommended changes and questions about this publication to the Office of Primary
Responsibility (OPR) using AF Form 847, Recommendation for Change of Publication; route
AF Form 847s from the field through HQ AFPC publication/forms manager. Ensure all records
created as a result of processes prescribed in this publication are maintained in accordance with
AFMAN 33-363, Management of Records, and disposed of in accordance with the Air Force
Records  Disposition  Schedule (RDS) located at  https://www.my.af.mil/gcss-
af6la/afrims/afrims.



http://www.defenselink.mil/privacy/notices/usaf
https://www.my.af.mil/gcss-af61a/afrims/afrims
https://www.my.af.mil/gcss-af61a/afrims/afrims

AFI136-2706 5 OCTOBER 2010 3

SUMMARY OF CHANGES

This publication is a revision and must be completely reviewed. This issuance implements
Air Force policy on Military Equal Opportunity (MEO) and Civilian Equal Employment
Opportunity (EEQO) and integrates Equal Opportunity (EO) Program management for military
and civilian personnel. It retains the EO process integrity required of the separate military and
civilian procedures. It establishes the Air Force (sometimes referred to as “the Agency”)
requirements to implement Department of Defense Directives for Military Equal Opportunity
(MEOQ) and Civilian Equal Employment Opportunity (EEO), and to implement federal statutes
and the regulations and directives of the EEOC and DoD. Incorporated are the interfacing
requirements for the AF EO program with Alternative Dispute Resolution (ADR) requirements;
Section 591 of the 1998 National Defense Authorization Act, codified at 10 U.S.C., Section
1561, for sexual harassment matters; and reporting allegations of misconduct and other adverse
information involving Senior Officials, Colonels, Colonel selects, and civilian equivalents, as set
forth in AFI 90-301, Inspector General Complaints Resolution. It is organized to incorporate like
or related subject areas distinguishing the military and civilian requirements for Equal
Opportunity. The intent of the AFI is to integrate program management of the EEO and MEO
process. However, EEO and MEO complaint processes will remain separate and distinct. With
regard to terminology, when the instruction refers to EEO it speaks to the civilian process and
when it refers to MEO it refers to the military process. Revises AF Form 1271, Equal
Opportunity Record of Assistance/Contact, AF Form 1587, Military Equal Opportunity Formal
Complaint Summary, AF Form 1587-1, Military Equal Opportunity Informal Complaint
Summary, and AF Form 3018, Military Equal Opportunity/Human Relations Education
Summary.

Chapter 1—AIR FORCE EQUAL OPPORTUNITY (EO) PROGRAM 11
Section 1A—Equal Opportunity (EO) Policies 11
1.1.  Zero Tolerance for Unlawful Discrimination or Harassment. .........c..cccccoveivniene. 11
1.2.  Prohibition of Sexual HaraSSMeNt. ..o 12
Section 1B—Purpose of the EO Program 12
1.3. Enhance Mission REATINESS. .......ccooiiirieiiiiisirese e 12
1.4. THhe EO OFfICE. it 13
Section 1C—Program Objective 13
1.5. Eradicate Unlawful DisCrimination. ..........ccccooiininiiiiceeee e 13
1.6. Foster a Positive Human Relations Environment. ..........c.cccooioinninenciciceens 13
Section 1D—Responsibilities and Authorities 14
1.7.  Air Force Assistant Secretary for Manpower and Reserve Affairs (SAF/MR). .... 14
1.8.  Air Force General Counsel (SAF/GC). ...ccoiiiiiiiiiieieeees e 14

1.9. Air Force Deputy Assistant Secretary for Strategic Diversity Integration
(SAF/MRD). ettt sttt n e bttt ettt neeneas 14



1.10.
1.11.
1.12.
1.13.
1.14.
1.15.
1.16.
1.17.
1.18.
1.19.
1.20.
1.21.
1.22.
1.23.
1.24.
1.25.
1.26.
1.27.
1.28.
1.29.
1.30.
1.31.

AF136-2706 5 OCTOBER 2010

Director of the Air Force Review Boards Agency (SAF/MRB). .......ccccceevevvennene,
Air Force Civilian Appellate Review Office (AFCARQO). ..o
Judge Advocate General of the Air Force (AF/JA). oo,
Air Force Legal Operations Agency (AFLOA). oo
Deputy Chief of Staff, Manpower, Personnel, and Services (AF/AL). ..................
Director, Air Force Equal Opportunity (AF/ALQ). oo
Air Force Personnel Center Equal Opportunity (AFPC/EQ). ......cccccevvvvevvieieenee.
MAJCOM Director of Personnel (MAJCOM/AL). ...ooviiiciiiieiiee e
MAJCOM EO StrategiC AQVISOT. .......ccceoveiiiiiriinieriesieseeee e
Installation Commander/Center Commander (Director). .......cccoevevivivevesniinennn.
Installation/Center Director of Equal Opportunity (EO Director). ........cccccvvvrnnne.
EO SPECIALISIS. it e
EO Counselor (Collateral DULY). ......ccooeoieiiiiirise e
UNit COMMEANGET. ...
Geographically Separated Unit (GSU) Commander. ..........ccoccevvvviverviiveiesesieennens
Installation Staff Judge Advocate (Wing/Center/JA). ....ccovveveiieeicviieececeeeee
Civilian Personnel Section (CPS or HRO) Support of EO Office. .......ccccccevvruenne.
Chief, National Guard Bureau, Equal Opportunity Division (NGB-EO). .............
Chief, Personnel Division, Office of Air Force Reserve Command (HQ AFRC).

Air National Guard Readiness Center (ANGRC): ..o
Defense Equal Opportunity Management Institute (DEOMI). .......ccccceevveiivinennnne,
Professional Military Education (Educational Programs Cadre [EPC]). ...............

Section 1E—Program Administration

1.32.
1.33.
1.34.
1.35.
1.36.
1.37.
1.38.
1.39.

1.40.

0070 o= USRS
IMAPKETING. oottt
FacilitieS REQUITEMENTS. .....ociiiiiiiiieieeeese et
Unit ContinUIty FOIABIS. ..oviiiiieciice e e
BUAQEL RESOUICES. ...ttt
EO REPOITS. ettt ettt e b e rb e e e
Congressional and Other High-Level InQUITIeS. .......cccoovviiiiniiiieeece,

Information Protection/Privacy Act of 1974 and Freedom of Information Act
(FOBA) . bbbttt

Interfacing with Allied Programs. .......ccccoeiieiiniecnic e see st

14
14
15
15
15
16
17
19
19
20
22
25
26
27
28
29
30
30
31
31
31
32

32
32
32
32
32
33
33
34

34
36



AFI136-2706 5 OCTOBER 2010

141, Managing PersONNEL .......ccooiiiiiiiiiiecce ettt
1.42.  Collateral Duty Personnel (Civilian EO Counselors). ........ccccovneneneieicinnnnn
1.43. Recruiting/Retraining/Evaluating Applicants (Enlisted EO Specialists). ..............
1.44.  Military EO Specialist MISCONAUCT. ........cccoviiiiiriiiiieieee e
1.45.  AQdItioNal DULIES. ....eoiiiieiiiiiiieiieiie et
1.46. Reporting Significant EO CaSES. .....cceiviiririiirieierieseeees e
1.47. EO Complaints That Involve Other Air Force MAJCOMSs, FOAs, DRUs or Other

Services or Defense AQENCIES. .....ciiiivciiiiii e
1.48. Command POSt REQUIFEMENTS. .....cccoiieiiiiiiie e se ettt nae
1.49. Armed Forces Disciplinary Control Board (AFDCB). .....ccccoooiiiiieieieciee
1.50. Higher Headquarters Staff Assistance Visits (SAV). ..o
151, SAV StAtUS REPOIM. ..eiiiiiee ittt e e sbe e e naaee e
1.52. Equal Opportunity Functional Training ReqUIrements. ...........ccccocevverereiveiieinnnnn.

Chapter 2—ALTERNATIVE DISPUTE RESOLUTION (ADR) IN EO COMPLAINTS
2.1. Use of ADR in Civilian EO Complaints. ......cccccccoveveiiieiiiiiecsc e
2.2. Use of ADR in Military EO Complaints. .........ccocviviiiniiiinienese e

Chapter 3—MILITARY EQUAL OPPORTUNITY (MEO) ASSISTANCE AND
COMPLAINT PROCESSING

Section 3A—Miilitary EO Informal Assistance

3.1. Conducting Informal ASSISTANCE. .......ccoiiiiiiriieieeee s
3.2. Commander Worked 1SSUES (CWI). ..ocviiiiiecicece e
3.3.  The EO Specialist Role as Subject Matter Expert (SME). .......ccccccceriiiiiininiinnnns

Section 3B—Military EO Informal Complaints

3.4. ODJECTIVE. ottt
3.5. SCOPE OF PrOGram. ..oouiiiiieicc et sttt re st
3.6. Proper ComMPIaINANTS. .......ocviiiiiiieeeee e
3.7. EXCIUSIONS. ..ot
3.8.  Time Limits for Filing Military EO Informal Complaints. ..........c.ccccoovvivinininninns
3.9. Counseling of Potential Complainants. .........cccooieiriiiieiie e
3.10. Complainant’s Options to Address Concerns in the Informal Process. .................
3.11. The EO Office Responsibilities in the Informal Process. .........cccocevviienviininnn.

3.12.  Anonymous Complaints (MIlItary). ......cccocoeiiioie e

36
36
36
37
37
38

38
39
39
39
41
41

44
44
44

47

47
47
48
49

49
49
49
49
49
50
50
50
51
52



AF136-2706 5 OCTOBER 2010

Section 3C—Military EO Formal Complaints

3.13.
3.14.
3.15.
3.16.
3.17.
3.18.
3.19.
3.20.
3.21.
3.22.
3.23.
3.24.
3.25.

3.26.
3.27.
3.28.
3.29.

3.30.
3.31.

3.32.

OBJECLIVE. ottt st s et re e aesre e e nre s
SCOPE OF PIOGIaM. ..ottt
Proper ComMpIaiNantS. ........cccccoviiieiiiieic et
EXCIUSTONS. ..ot
Time Limits for Filing Military EO Formal Complaints. ..........c.cccovnviiiiinnne.
Counseling of Potential Complainants. .........ccccccveveiiiieiese e
The EO Office Responsibilities in the Formal Process. .........ccccoovvneneieieicnnne,
Formal Military EO Complaint Clarification Process. .........cccccovvevivivevcieinennenn,
Briefing the Alleged OffENder. ...
Rights Advisement for Alleged Offenders (Military EO Complaint Clarifications).
Policy Regarding Complainant/Alleged Offender/Witness Hand-offs. .................
Formal Military EO Complaint Clarification Processing Requirements. ..............

Formal Sexual Harassment Complaints and Investigations, Title 10, United
States Code, Section 1561 GUIAEIINES. ....coioreeeeiieeeee ettt eee e s reee e e

Election of Facilitation in the Military Formal Complaint Process. ...........cc.co......
Resolving Differences over Military EO Complaints. .......ccccccocvviiiiieiiiciieinennn,
Withdrawing Military EO Formal Complaints. .........ccccccocvviviiiicicniesieeccce e,

Air Force Sexual Harassment/Unlawful Discrimination Hotline Complaints
Referred to EO Office for Clarification. ..........ccccovivviieiiiiniieic e

Procedures Involving Joint Service and DoD ACLIVItIeS. .....ccocveevvvievieeieieicen,

Military EO Complaints Involving Air National Guard (ANG) Personnel While
On Active Duty (Title 10 StAtUS). ...cocvcvviiiiieieieeie et

Military EO Complaints Involving Air Force Reserve Command (AFRC)
PEISONNEL. ...ttt sttt neere s

Section 3D—Immediate Referrals and Notifications

3.33.

EO Office ReSpPONSIDIILIES. .....ccocvieiiiiiciccie e

Section 3E—Referral Complaints

3.34.
3.35.
3.36.

RS ol0] o TSP OURSTR RSN
Allegations Referred to the IG from the EO Office. ......cocoviiiiiiiiinieriee,

Complaints Involving Colonels, Colonel selects, Civilian Equivalents,
Installation/Center Commanders (Directors), Installation/Center Vice
Commanders, Senior Officials (0-7 and above/Senior Executive Service [SE])),
and Other COMPIEX ISSUBS. .....oveiiieieiieiese e

52
52
52
52
52
53
53
53
54
56

58
58

59
61
62
62

62
63

64

64

65
65

66
66
66

67



AFI136-2706 5 OCTOBER 2010

Section 3F—Military EO Appeal Process

3.37.  Informal Military EO APPEAIS. ....coviiiiiiiicceeee e
3.38.  Formal Military EO Complaint Appeals. ........cccocveieiiiiiieiiieiee e
3.39.  Formal Military EO Complaint Appeals at AFRC BaSesS. .........ccccovvvvierennennnn.

Section 3G—Reprisal Complaints

3.40. EO Office Responsibilities. ...
Table 3.1. Military EO Complaint Processing Responsibilities. ...

Chapter 4—CIVILIAN EQUAL OPPORTUNITY (EO) COMPLAINT PROCESS

Section 4A—_Civilian Informal EO Complaints

41. ODJECTIVE. .ottt
4.2. SCOPE OF PrOGIram. ..ooviciiiiiie ettt st
4.3. Proper ComPIaiNaNntS. ..o
4.4, Other MIlItary SEIVICES. ...oivvciiiiecie ettt st sre e re e

Section 4B—Informal (Pre-Complaint) Civilian EO Complaint Processing

4.5.  EO Specialist/Counselor Responsibilities. ..o
4.6.  FINAIINTEIVIEW. oottt
4.7. Counselor’s REPOTL. ...ceoiiiieiiiiiiie e

Section 4C—Civilian EO Informal Class Action Complaints

4.38. Informal Complaint ProCeSSING. .....cccooeiviriiiiiiiiiisiese e

4.9. RESPONSIDIITIES. .oviiiiiiececce e

Section 4D—Civilian EO Formal Complaint Processing

410, GUIANCE. ettt bbbttt nb et nn e
4.11. EO Director Responsibilities. ........cccoceeiiiiiiiiciice e
4.12.  Acceptance and DiSMiSSal. ........ccocooiiiiiiiii e
4.13.  Additional Acceptance/Dismissal AUthOFItY. .....ccccvvviiieiiiiecicic e
4.14. Investigation of Formal Complaints. ........cccccociiiiiiiiiccc e
415, HEAMNGS. oottt ettt bbb
4.16.  Final AQENCY ACHIONS.  ..ooeiiiiieiiieee sttt sttt seeeees
4.17.  Negotiation of SEttIEMENTS. ......ooiiiiiiiiee

Section 4E—Civilian Formal EO Class Complaints

4.18. Guidance and Processing ProCeUUIES. ......cccevivriieeiieeieeseeseesnesiesnieeseeesreesenens

68
68
68
70

70
70
71

74

74
74
74
74
75

75
75
77
77

77
77
77

78
78
78
79
81
81
82
83
83

84
84



AF136-2706 5 OCTOBER 2010

Section 4F—Civilian EO Mixed Case Complaints

4.19.

Guidance and Processing ProCeAUIES. ......ccevviviiieiiieeie s eeesie e sre e e

Section 4G—=Civilian EO Complaint Appeals

4.20.

Guidance and Processing ProCEAUIES. ........ccorirerierierieineniseses s

Section 4H—Request for Reconsiderations (RFR)

4.21.

Guidance and Processing ProCEAUIES. ........ccoveierierrerieinenisesiese e

Section 4l—Anonymous Complaints

4.22.

Guidance and Processing ProCeduUIeS. .......ccccvviviiieiiseeie e see e e

Section 4J—National Reconnaissance Office (NRO) EEO Complaint Processing Responsibilities

4.23.
4.24.

NRO ReSPONSIDIITIES. ..ot e

Legal Guidance and Determination. ..........ccccovevieeieiicieesie e

Chapter 5—EQUAL OPPORTUNITY AND TREATMENT INCIDENTS (EOTI)

5.1
5.2.
5.3.
5.4.
5.5.
5.6.

1dentifying EOTIS. ..o
ClasSIfYING EOTIS. .oiiiiiiiiie ittt sresreene s
REPOIING EOTIS. oot st sttt s reene e
ClarifyiNg EOTIS. oo
NUMDBENNG EOTIS. ittt

Joint Service Equal Opportunity and Treatment Incident Notification Procedures.

Chapter 6—DISABILITY ACCOMODATION

6.1.
6.2.
6.3.
6.4.
6.5.
6.6.
6.7.

Accommodation Obligation. ..o
Qualified Individual with a Disability. .........cccciiiiiiiie
Undue Hardship. ..o
Reasonable ACCOMMOUALION.  .....ccoviiiieieieee e
INTEIACTIVE PrOCESS. .oiiviiiiiiieiicie sttt sttt sttt e ste e e
Medical DOCUMENTALION. ....cooiiiiieiieieee e e

Denial of AcCOMMOdation REQUESES.  ......covviiiiiiriiieiieieieees e

Chapter 7—EQUAL OPPORTUNITY OPERATIONS IN THE DEPLOYED

7.1.
7.2.
7.3.
7.4.

ENVIRONMENT

EO Presence in the Area of Responsibility (AOR). ......cccoceiviiiiiiiniienciee
Personnel REQUITEMENTS. .......ccooiiiiiieie e
EO SEIVICES. .viiiiiiiite ittt sttt e et ettt

Processing Civilian EEO Complaints. .......cccccoooiiiiiiiieieieee e

85
85

87
87

88
88

89
89

89
89
90

91
91
91
92
93
94
94

95
95
95
95
95
96
97
97

98
98
98

100
100



AFI136-2706 5 OCTOBER 2010 9

Chapter 8—SETTLEMENT AGREEMENTS 102
8.1, AULNOMILY. oooooveeeeeeeeeeeeeeeee oo 102
8.2. Settling Civilian EO COmMPIAINtS. ....ccoooviiiiieieiecie et 102
8.3. Compliance with Settlement Agreements. .......cccoocevereieiiiinienese e 103
8.4.  Allegations of Noncompliance with Settlement Agreements. .........ccccccevevvinenne. 103
Chapter 9—COMPLIANCE ACTIONS 104
9.1. Compliance with EEOC Orders and DeCISIONS. .......cccocvevririerinenienienieeeeeesieees 104
9.2. Receipt 0f EEOC DECISIONS. .....cciviiiiiiiieiiiieisieisie st 104
Chapter 10—AIR FORCE PERSONNEL CENTER (CIVILIAN EO COMPLAINT
SUPPORT) 105
10.1.  Data REOUESTS. uveieiiiiiiiee ittt et e e st e et e e s e e e ba e e snbe e e nraee e 105
10.2.  Processing Complaints Involving Non-Referral Actions by AFPC. ...................... 105
Chapter 11—NOTIFICATION AND FEDERAL EMPLOYEE ANTIDISCRIMINATION
AND RETALIATION (NO FEAR) ACT OF 2002 COMPLIANCE 107
11.1. No FEAR Act Description and ProCeduIeS. .........ccvvveiieieviieiieseiiee s sessiesieseennens 107
11,2, NO FEAR NOLICE. .iitiiieiiitieiese ettt te e seeste e e sreereenens 108
Chapter 12—UNIT CLIMATE ASSESSMENTS (UCA) 109
12,1, Purpose and ODJECLIVE. ...cvciiiiiiiic sttt 109
12.2. UCA REQUITEMENTS. ..viiiiitiiiiitiieiiesi ettt 109
12,3, Team COMPOSITION. .ioiiiiiicic ettt et e sreeraeae 110
12,4, INitial Preparation. ..o 110
12.5.  Types of Climate ASSESSIMENTS. ...cciiieiiiiiie et sae s 110
12,6 UCA BIIEINGS. oottt st st sre e teesae 111
12.7.  Data GatheriNg. ....cooeiiiiiiiiie e 111
12.8.  Survey AdmIniStration. .......c.cccoiiiiiiiiieiiieiie et 112
Table 12.1.  UCA SUrvey SamPpIe SIZES. ....occoiiiiieieieiise e 113
12.9.  INEEIVIBWS. .ottt 114
Table 122, UCA INTEIVIEW SIZES. ..cueiiiieiitiiieite ittt e 114
12.10. The FiNAl REPOIT. ..eieee ittt st s 116
12.11. Defense Equal Opportunity Climate Survey (DEOCS). ......ccccovviininiiiiiieennn 119

Chapter 13—HUMAN RELATIONS CLIMATE ASSESSMENT SUBCOMMITTEE
(HRCAS) 120

L1301, PUIMPOSE. ettt et b e bbbt bt s e e bt bt e bttt nr b e 120



10 AF136-2706 5 OCTOBER 2010

13.2. G08L s 120
13.3.  Roles and ResponSiDIITIES. ........cccooeiieiiiiiiiieeee e 120
134, DelIVErabIES. ....coooiiiiiiiice s 121
13.5.  Reporting REQUITEMENTS.  .....ccoiviiieieieieiee e 122
Chapter 14—HUMAN RELATIONS EDUCATION (HRE) 124
14.1.  Resources and MaterialS. ..........cccoiiiiiiiiiiiii s 124
14.2.  HRE ReSPONSIDIIITIES. ....ooviiiiiiiiieeee e 124
Table 14.1. HRE Training REQUIFEMENTS. ........ccoviiiiiiiiiiiieisieete e 125
Chapter 15—EQUAL OPPORTUNITY OUTREACH 129
15.1.  The Out and ADOUL PrOgram. .......cccoiieiiiiiie e e ste ettt sreeraesne 129
152, CONSUITING. ovieiiece e 130
15.3. CollabOoration. .......ccooeiiieiieii s 130
15.4.  Ethnic/Special ODSEIVANCES. ......cccooeiveiiiiiiiiie st 130
15.9.  Prescribed FOIMS: ......ciiiiieiiiceei s 132
15.10. AdOPLE FOMMS:  .viiiiiiiciieieieste sttt 132
Attachment 1—GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 133
Attachment 2—SAMPLE, AF FORM 1271 (MILITARY) 152
Attachment 3—SAMPLE, AF FORM 1587-1 (MILITARY) 153

Attachment 4—SAMPLE, AF FORM 1587 (MILITARY) 155



AFI136-2706 5 OCTOBER 2010 11

Chapter 1
AIR FORCE EQUAL OPPORTUNITY (EO) PROGRAM
Section 1A—Equal Opportunity (EO) Policies

1.1. Zero Tolerance for Unlawful Discrimination or Harassment. It is the policy of the
United States Government, the Department of Defense, and the Air Force, not to condone or
tolerate unlawful discrimination, to include sexual harassment, of any kind. This Zero Tolerance
policy ensures that once unlawful discrimination or sexual harassment is alleged, immediate and
appropriate action will be taken to investigate/resolve the allegations and ensure any proven
unlawful behavior stops. Further, appropriate disciplinary action will be taken against any
Airman, military or civilian, who engages in unlawful discriminatory practices. Air Force EO
policy compliance is a function of leadership.

1.1.1. It is against Air Force policy for any Airman, military or civilian, to unlawfully
discriminate against, harass, intimidate or threaten another Airman on the basis of race, color,
religion, sex, national origin, age, disability, reprisal, or genetic information. Unlawful
harassment includes unwelcome sexual advances, requests for sexual favors or other verbal
or physical conduct of a sexual nature particularly when submission to such conduct is made
directly or indirectly as a term or condition of employment, and/or when submission to or
rejection of such conduct is used as a basis for an employment decision affecting the person.
Unlawful harassment also includes creating an intimidating, hostile working environment for
another person on the basis of race, color, religion, sex, national origin, age, disability,
reprisal, or genetic information. The use of disparaging terms with respect to a person’s race,
color, religion, sex, national origin, age, disability, or genetic information contributes to a
hostile work environment and must not be tolerated. Commanders and supervisors should
ensure all types of harassment are corrected as soon as possible once they are made aware.

1.1.2. The operational language of the Air Force is English. Air Force personnel must
maintain sufficient proficiency in English to perform their official duties. All official
communications must be understood by everyone who has a need to know their content.
Commanders may require Air Force personnel to use English only when such use is
necessary for the performance of official duties. Accordingly, commanders, supervisors, and
managers at all levels must not require use of English for personal communications which are
unrelated to official duties.

1.1.3. Harassment Based on Sexual Orientation. Although not within the purview of Title
VII, the Air Force’s goal of maintaining a harassment-free environment for its military
members and civilian employees also includes harassment based on sexual orientation.
Leaders have a responsibility to take appropriate action to prevent and address harassment
based on sexual orientation. Additional guidance can be found in Executive Order 11478 and
13160, the U.S. Office of Special Counsel (OSC), http://www.osc.qov, for civilian
employees. Sexual Orientation harassment by military personnel may be punishable under
UCMJ, Article 92, and should be addressed through command channels.
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1.1.4. Communications to EO personnel will be released to commanders and others for
official use. EO personnel must report specific allegations of unlawful discrimination or
sexual harassment to the chain of command upon discovery. For this reason, communication
to EO personnel does not have any privilege of confidentiality. Exceptions: During the
informal stage of a civilian complaint, when requested by the complainant, the complainant
has the right to anonymity. Additionally, when acting as a neutral during any ADR process,
military and civilian EO personnel have the confidentiality provided for in the Administrative
Dispute Resolution Act of 1996. Comments by parties in an ADR proceeding cannot be used
in the processing or adjudication of an EO complaint.

1.2. Prohibition of Sexual Harassment.

1.2.1. Unlawful harassment includes unwelcome sexual advances, requests for sexual favors
or other verbal or physical conduct of a sexual nature particularly when submission to such
conduct is made directly or indirectly as a term or condition of employment, and/or when
submission to or rejection of such conduct is used as a basis for an employment decision
affecting the person. Unlawful harassment also includes creating an intimidating, hostile
working environment (See Attachment 1 for full definition).

1.2.2. Prevention is the best tool to eliminate sexual harassment in the workplace.
Commanders and supervisors at every level should take steps to prevent sexual harassment
from occurring; clearly communicate to employees that sexual harassment will not be
tolerated; provide sexual harassment training to employees; establish or insure an effective
complaint or grievance process is available; take immediate action to investigate and resolve
all employee harassment complaints; and take appropriate action when a complaint is
confirmed or substantiated.

Section 1B—Purpose of the EO Program

1.3. Enhance Mission Readiness.

1.3.1. It is the policy of the Air Force to provide equal treatment and employment
opportunity thereby enhancing unit cohesiveness, military readiness and mission
accomplishment.

1.3.2. As the EO program is a function of leadership and command, the Air Force shall:
1.3.2.1. Provide sufficient resources to ensure successful and efficient operation;
1.3.2.2. Ensure prompt, fair, and impartial processing of complaints;

1.3.2.3. Conduct a continuing program to eradicate every form of unlawful
discrimination;

1.3.2.4. Communicate the policy to all Air Force personnel, military and civilian, as well
as all applicants for Air Force positions.

1.3.2.5. Ensure rating and reviewing officials evaluate compliance with DoD and Air
Force directives prohibiting unlawful discrimination and sexual harassment and
document serious and repeated deviations in performance reports/appraisals.
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1.4. The EO Office.

1.4.1. Provide Subject Matter Expert (SME). The EO Office should provide SME to
commanders and organizations conducting ingestions related unlawful discrimination or
sexual harassment. Organizations may include but are not limited to, Inspector General,
Security Forces, Office of Special Investigations, Sexual Assault Response Coordinator,
Chaplain, Staff Judge Advocate, and Personnel. The function of providing SME(s) is to
ensure EO issues are handled correctly and efficiently.

1.4.2. ldentify, Assess and Remove EO Barriers. The EO office utilizes all available
assessment tools (Out and About program, Unit Climate Assessments, Human Relations
Climate Assessment, EEOC Management Directive [MD] 715, etc.) to gather information,
identify, and assess EO barriers to assist leaders at all levels in the removal and neutralization
of those barriers to help prevent unlawful discrimination.

1.4.3. Provide Complaint Services. Equal Opportunity specialist/counselors will provide
counseling for aggrieved members, assuring complaints are fairly and thoroughly addressed
and that final actions are taken in a timely manner in accordance with the United States
Code, the Code of Federal Regulations, EEOC directives, and Air Force policies and
instructions in force. Equal Opportunity counselors will remain impartial and ensure
individual members bringing allegations of unlawful discrimination or harassment
understand the limited confidentiality in military complaints, the option to remain
anonymous at the informal stage of civilian complaints, and the restriction on representing
complainants. EO specialists/counselors will offer ADR at each stage of the complaint
process for complaints that are appropriate for ADR. (See ADR in EO Complaints discussed
in Chapter 2).

1.4.4. Proper Reporting Requirements. The EO director will ensure proper reporting of EO
complaints that are filed against Senior Officials, and groups of individuals alleging unlawful
discrimination based on a class of employees.

1.4.5. Advise Commanders. EO directors will ensure commanders/directors are aware,
through Key Personnel and related briefings, of services offered by the EO office. EO
specialists will make every effort to advise and assist commanders/directors with workplace
issues to ensure quick resolution.

Section 1C—Program Objective

1.5. Eradicate Unlawful Discrimination. The EO office will assist the Commander in
conducting a continuing campaign to eradicate every form of unlawful discrimination or
harassment from the workplace. In order to promote a workplace free of unlawful discrimination
to include harassment, the EO office will take proactive steps to ensure all available efforts are in
place (e.g. human relations education, commander’s calls, enlisted/officer professional
development seminars).

1.6. Foster a Positive Human Relations Environment. The EO office will utilize the Human
Relations Climate Assessment Subcommittee (HRCAS) tool to evaluate positives and negatives
in the local environment, and Human Relations Education (HRE) to ensure, through education,
all employees and management understand the need for a positive human relations environment.
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Section 1D—Responsibilities and Authorities

1.7. Air Force Assistant Secretary for Manpower and Reserve Affairs (SAF/MR). SAF/MR
is designated by the Secretary of the Air Force as the Air Force EO Director, in accordance with
(IAW) 29 C.F.R. Section 1614.102(b) (4), responsible for Air Force EO policy, to ensure Air
Force programs conform to this policy, and to otherwise act for the Secretary in all EO policy
and compliance matters.

1.8. Air Force General Counsel (SAF/GC). The General Counsel advises the Secretary of the
Air Force in all matters covered by this instruction. In carrying out this responsibility, SAF/GC
provides legal advice and counsel to SAF/MR in legal matters relating to the review, analysis,
decision-making, and appeals of unlawful employment discrimination complaints. SAF/GC
serves as the primary legal counsel in complaints filed against personnel in the grades of
Colonel, Colonel-select, civilian GS 15 (or equivalent under the National Security Personnel
System), or above who are assigned to the Secretariat, and may assume the role of primary legal
counsel in all other complaints against personnel who are assigned to the Secretariat. SAF/GC
reviews for legal sufficiency proposed final actions before they are signed by SAF/MRB as
provided in paragraphs 1.10. and 4.21., and coordinates on agency appeals and requests for
reconsideration as provided in paragraphs 4.20. and 4.21. The Deputy General Counsel for
Fiscal and Administrative Law (SAF/GCA) is the Office of Primary Responsibility (OPR) for
providing GC legal support as described herein.

1.9. Air Force Deputy Assistant Secretary for Strategic Diversity Integration
(SAF/MRD). SAF/MRD provides strategic direction, oversight, and guidance for defining,
renewing, developing, and sustaining diversity, human capabilities, and enhances mission
performance across the Air Force.

1.10. Director of the Air Force Review Boards Agency (SAF/MRB). The Director of the Air
Force Review Boards Agency is the official designated by the Secretary of the Air Force to take
final action, pursuant to 29 C.F.R. Section 1614.110, on individual complaints of discrimination
and also serves as the final appeal authority on MEO formal complaints. The Director signs all
appeal actions submitted to EEOC on civilian complaints.

1.11. Air Force Civilian Appellate Review Office (AFCARO). AFCARO is subordinate to
SAF/MRB and is also identified as SAF/MRBA. AFCARO analyzes formal complaints, and
prepares Final Agency Decisions (FADs) and Final Orders (FO) for SAF/MRB signature.
AFCARO coordinates with the Air Force Labor Law Field Support Center (LLFSC) on appeals
and requests for reconsideration being processed between the Air Force and the EEOC and acts
as Air Force liaison with EEOC and the Department of Defense, Civilian Personnel Management
Services, Investigations and Resolutions Division (IRD). AFCARO performs quality control of
IRD investigation reports. AFCARO is responsible for notifying SAF/IGS, consistent with AFI
90-301, Inspector General Complaints Resolution (15 May 2008), when a Senior Official
(defined as a General Officer or select, Senior Executive Service [SES] member or a Presidential
Appointee) is named as a responsible management official (RMOQO). SAF/IGQ must be notified
when the named RMO is identified as a Colonel or equivalent (defined as a Colonel, Colonel-
select, or YA/C-03, GS/GM/GG-15). AFCARO is responsible for providing timely updates to
the above referenced SAF/IG offices as the complaint status changes. AFCARO updates and
queries the Air Force data system for EEO complaints and provides statistical reports. AFCARO
is responsible for reporting of, and ensuring Air Force compliance with, final EEO orders.



AFI136-2706 5 OCTOBER 2010 15

AFCARO provides overall direction and oversight of the formal EEO complaints processed
under the former Air Force “CORE” (Compressed, Orderly, Rapid, Equitable) EEO pilot
program, authorized by Section 1111 of Public Law 106-398, The National Defense
Authorization Act for Fiscal Year 2001 or subsequently enacted similar legislation. AFCARO
issues reports of investigation/investigative findings (ROI/IF) and Notice of Rights, submits case
files to EEOC for EEOC administrative hearings, receives Complainant and Agency appeals and
submits to EEOC, and is the official recipient of EEOC decisions.

1.12. Judge Advocate General of the Air Force (AF/JA). Provides legal advice and guidance
on EO policies and procedures, laws, and regulations to the Secretary of the Air Force, Air Staff
and to Air Force judge advocates. Functions may be exercised through the Administrative Law
Directorate (JAA) and the Air Force Legal Operations Agency (AFLOA)/Labor Law Field
Support Center (LLFSC). The Administrative Law Directorate (JAA) serves as the primary legal
advisor to the Air Staff and Air Force legal offices in execution of all military equal opportunity
matters and military religious accommodation requests, including interpretations of this
regulation, and the laws and directives from which this regulation is derived.

1.13. Air Force Legal Operations Agency (AFLOA). AFLOA through the Labor Law Field
Support Center (LLFSC) provides legal advice on formal EEO unlawful discrimination and
dispute resolution matters for bases which they have responsibility to the installation/center
commander (director), Staff Judge Advocate (SJA), Civilian Personnel Section (CPS), Human
Resource Office (HRO), and EEO officials. The LLFSC designates the individual who will act
as agency representative in litigation of individual complaints filed under 29 C.F.R. Part 1614.
The LLFSC designates an attorney from the office of the LLFSC. To the extent feasible,
designates an attorney who has not previously advised the commander or other dismissal
authority with respect to acceptance or dismissal of the same complaint. The designated
representative obtains technical guidance on all personnel matters from personnel counselors in
the CPS or HRO, as appropriate.

1.13.1. Reviews, for legal compliance, all formal individual complaints, counselors’ reports,
and acceptance and dismissal letters, including amendments, prepared for the signature of the
installation/center commander (director) or other official exercising delegated acceptance or
dismissal authority).

1.13.2. Reviews claims for compensatory damages and attorney’s fees and advises the
installation commander on the amount to be paid. Negotiates fee agreements with opposing
parties. When there is a finding of unlawful discrimination by an EEOC Administrative
Judge (AJ), the LLFSC may negotiate an alternative settlement agreement.

1.13.3. Prepares briefs, motions, and other appellate pleadings as appropriate, in support of
the Air Force position in appeals or requests for reconsideration for cases handled by the
LLFSC.

1.14. Deputy Chief of Staff, Manpower, Personnel, and Services (AF/Al). Ensures adequate
resources and training are available to effectively execute the AF EO program and that
installation EO programs operate in accordance with EEOC guidelines, Federal laws, Executive
Orders, and Air Force policy and guidance.
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1.15. Director, Air Force Equal Opportunity (AF/A1Q). AF/A1Q develops and disseminates
Air Force policy on EO programs. Additionally, AF/A1Q:

1.15.1. Supports the installation/center EO programs (including the ADR component of EO
complaint programs).

1.15.2. Provides assistance and guidance regarding policy issues to AFPC/EO, MAJCOM
Strategic Advisors, and installation/center-level EO offices.

1.15.3. Analyzes trend data, identifies problem areas, and advises EO offices, through the
MAJCOM Strategic Advisor, on corrective and preventive actions on EO matters.

1.15.4. Ensures AFPC/EQ periodically assesses the EO program by conducting Staff
Assistance Visits (SAVs) at installation/center-level EO offices utilizing the Air Force
Standardized EO Compliance Inspection Checklist.

1.15.5. Ensures through oversight that complaint and ADR data are complete, accurate and
up-to-date throughout the year to support reporting requirements.

1.15.6. Provides oversight of the EO complaint system, evaluates its effectiveness, and takes
corrective action or initiates program improvements as needed. Ensures Air Force personnel
are aware of and have access to EO complaint program resources.

1.15.7. Provides guidance and training to subordinate Air Force activities on the EO
complaint system. Serves as the Corporate Air Force advocate for EO complaint program
resources.

1.15.8. Manages programming and implementation of Air Force EO budget.
1.15.9. Communicates with Air Force, DoD, and other federal civilian agencies.

1.15.10. Serves as AF service representative to Defense Equal Opportunity Management
Institute (DEOMI) and serves as AF Executive Agent to ensure ample funding is allocated to
DEOMI to perform its mission.

1.15.11. Provides policy guidance, clarification, and direction for MAJCOM EO Strategic
Advisors, Air Force-level Field Operating Agencies (FOASs), and Direct Reporting Units
(DRUs).

1.15.12. Convenes annual EO Worldwide Functional Training Workshops and attends
conferences and other professional forums addressing EO issues, and determines Air Force
representation at these events.

1.15.13. Manages and implements the Air Force EO Career Field Management Program.

1.15.14. Oversees all functional training and enlisted retraining quotas for DEOMI and
approves all retraining waiver requests. Note: Retraining waivers pertaining to ANG
personnel are approved through the National Guard Bureau EO (NGB-EO) Program
Manager.

1.15.15. Establishes the grade requirement and other prerequisites for retraining into the EO
career field, as found in AFI 36-2101, Classifying Military Personnel (Officer and Enlisted).
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1.15.16. Reviews and coordinates on all AF officers and enlisted members nominated for
assignment to DEOMI.

1.15.17. Processes withdrawal of a member’s AFSC IAW AFI 36-2101, Classifying Military
Personnel (Enlisted).

1.15.18. Coordinates with the Deputy General Counsel for Dispute Resolution (SAF/GCD)
to develop alternative dispute resolution (ADR) policy, guidance, training, and funding
pursuant to AFPD 51-12, Alternative Dispute Resolution. On other matters of Air Force
policy on EO programs, coordinates with SAF/GCA.

1.15.19. Exercises overall responsibility for managing the EO and Human Relations
Education (HRE) programs. In conjunction with AF/JAA, AFLOA/JACL, SAF/GCM and
SAF/GCA, formulates and manages mandatory HRE and training programs. Such training is
mandatory for pre-commissioning programs, initial entry training, all levels of professional
military education (PME), and General Officer/Senior Executive Service. Training programs
will include comprehensive material on:

1.15.19.1. Leadership roles and responsibilities for the EO program.
1.15.19.2. Unlawful Discrimination/Sexual Harassment.

1.15.19.3. Complaint processing.

1.15.19.4. Legal implications.

1.15.19.5. Reprisal prevention and detection.

1.15.19.6. Climate assessment methodologies.

1.15.19.7. Equal Employment Opportunity (EEO) systems.

1.16. Air Force Personnel Center Equal Opportunity (AFPC/EO). AFPC/EO provides day-
to-day management operations and oversight of the Air Force EO program.

1.16.1. Provides functional expertise and technical guidance to MAJCOM EO Strategic
Advisors and installation/center-level EO offices.

1.16.2. Oversees the development, implementation and management of the Air Force EO IT
system and requirements.

1.16.3. Serves as a liaison between AF/A1Q, MAIJCOMs, and installations/centers for
implementing Air Force EO complaint processing and compliance policies.

1.16.4. Compiles, analyzes and reports installation data required by Title Il of the
Notification and Federal Employee Antidiscrimination and Retaliation Act of 2002 (“No
FEAR” Act) to AF/A1Q.

1.16.5. Ensures installation/center EO directors/specialists maintain and update AF EO IT
system for higher headquarters’ review as new unlawful discrimination complaints are
received; prepares quarterly statistical reports on the claim(s) and basis(es) of cases for
EEOC Form 462, Annual Federal Equal Employment Opportunity Statistical Report of
Discrimination Complaints preparation, “No FEAR” and AF Form 3018 web-based reports.

1.16.6. Performs data analysis on EO trends and develops quarterly metrics for AF/ALQ.
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1.16.7. Coordinates installation/center-level unlawful discrimination and sexual harassment
complaints that involve multiple installations, non-AF agencies and if it is determined that it
would not be appropriate for the EO director and/or the EO office to handle the complaint.
(Not normally to include “Spin-Off” complaints which is further defined at 29 CFR 1614
.107[a][8])

1.16.8. Monitors all MAJCOM EO elements for Air Force policy compliance.

1.16.9. Ensures staff assistance visits (SAV) are conducted on installation/center EO offices
utilizing the Air Force Standardized EO Compliance Checklist (see SAV procedures at
paragraph 1.50).

1.16.10. Ensures complaint and ADR data are complete, accurate and up-to-date in support
HQ USAF reporting requirements.

1.16.11. Completes and submits reports as required by HQ AF/A1Q.

1.16.12. Prepares the Annual Federal Equal Employment Opportunity Statistical Report of
Discrimination Complaints (EEOC Form 462) for SAF/MR signature and subsequent
submission to the EEOC. Collects and reports to the AFDRS ADR data as it pertains to the
EEO complaint process.

1.16.13. Administers and distributes the Air Force EO Statistical Data Collection Program.
1.16.14. Develops procedures for managing and documenting EO office activities.

1.16.15. Coordinates with AF/A1Q and assigns EO-related congressional and high-level
inquiries to MAJCOM EO Strategic Advisors for further processing.

1.16.16. Evaluates EO operational procedural suggestions. Reviews inspection reports and
other evaluations and assists as necessary.

1.16.17. Maintains and manages the Air Force Discrimination and Sexual Harassment
Hotline.

1.16.18. Convenes annual EO Worldwide Functional Training Workshops and attends
conferences and other professional forums that address EO issues to increase the professional
development of AF EO personnel.

1.16.19. Develops, coordinates, reviews and updates all EO/HRE objectives, materials and
programs.

1.16.20. Analyzes current and future installation/center and MAJCOM operational needs.

1.16.21. Develops, coordinates, reviews and updates the Professional Development Study
Guide (PDG) as it pertains to EO/HRE objectives. Coordinates and reviews changes to all
PME course curricula as they pertain to EO/HRE objectives.

1.16.22. Reviews and either approves or disapproves EO enlisted re-training packages to
ensure applicants meet minimum EO entry requirements.

1.16.23. Ensures all enlisted members, active duty officers and full-time civilian employees,
who perform duties as EO directors/specialists, complete the DEOMI EOAP Course.
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1.16.24. Schedules all DEOMI training for officers and civilians (ANG personnel are
approved for initial skills training through the National Guard Bureau EO (NGB-EO)
Program Manager).

1.16.25. Monitors all EO training requirements, prioritizes training quotas as appropriate,
and ensures all EO directors/specialists receive EO training mandated by law, statues and
DoD policy.

1.16.26. Grants EO IT System access to EO directors, and specialists, who have completed
EOAP and counselors who have completed a 32 hour basic EEO course.

1.16.27. Periodically assesses the EO program by conducting Staff Assistance Visits (SAVS)
at installation/center EO offices utilizing the Air Force Standardized EO Compliance
Checklist.

1.16.28. Compiles and validates AF Form 3018, Military Equal Opportunity/Human
Relations Education Summary.

1.16.29. Determines training requirements and request training according to the Education
and Training Course Announcement (ETCA).

1.16.30. Serves as EO Functional Area Manager (FAM) for Air and Space Expeditionary
Forces (AEF) deployment process. Ensures EO personnel deploy in accordance with
procedures outlined in chapter 7.

1.16.31. Develops, reviews and updates all Air Force EO educational lesson plans,
objectives, materials and programs.

1.16.32. Ensures quarterly/annual No FEAR Act reports are created and published to HQ
USAF public website.

1.17. MAJCOM Director of Personnel (MAJCOM/AL). Supports the MAJCOM EO
program (including the ADR component of EO complaint programs) and ensures the program
operates in accordance with Federal laws, EEOC guidelines, Executive Orders, DoD and Air
Force policy.

1.18. MAJCOM EO Strategic Advisor.

1.18.1. Processes and/or responds to congressional and other high-level inquiries IAW AFI
90-401, Air Force Relations with Congress, coordinating responses with HQ AFPC/EO and
HQ AF/ALQ.

1.18.2. Processes and/or responds to complaints filed through the Air Force Sexual
Harassment and Unlawful Discrimination Hotline, coordinating procedures through HQ
AFPC/EO.

1.18.3. Assists installation/center EO directors as necessary with complaints that involve
multiple installations/centers, AFPC, or non-AF agencies. Coordinates with AFPC/EO on
complaints involving an installation/center EO director.

1.18.4. Supplements EO guidance, programs, and procedures for the respective command in
IAW AFI 33-360. Coordinates all supplements through HQ AFPC/EO and AF/A1Q.

1.18.5. Manages programming and implementation of MAJCOM EO budgets.
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1.18.6. Communicates with other agencies having collateral equal opportunity
responsibilities and interests.

1.18.7. Convenes supplemental training workshops and attends other professional forums
addressing EO issues and determines MAJCOM representation at these events.

1.18.8. Ensures through oversight, that complaint and ADR data are complete, accurate and
up-to-date throughout the year to support HQ USAF reporting requirements.

1.18.9. Completes and submits reports as required by AF/ALQ.

1.19. Installation =~ Commander/Center = Commander  (Director). The installation
commander/center commander (director) is defined as the commander or other official
exercising delegated appointing authority over military and civilian personnel under his/her
command or direction. This individual is responsible for the EO complaint and ADR programs
for all serviced and tenant organizations.

1.19.1. Appoints an EO director and ensures an adequate number of appropriately trained
EO specialists/counselors to cover the installation/center EO workload. Ensures the EO
director reports to, at a minimum, the installation/center vice commander. The EO director
must not be assigned to the CPS, Staff Judge Advocate (SJA) or Inspector General (1G).

1.19.2. Ensures that adequate facilities, office support equipment and financial resources are
provided to the EO director to effectively manage and operate the EO program according to
applicable laws, statutes, directives, instructions and guidance.

1.19.3. Ensures prompt processing and promotes informal resolution of EO complaints.

1.19.4. Ensures Air Force employees and management provide full cooperation to EO
officials, complaint investigators, EEOC officials, and Air Force legal representatives at all
stages of the EO complaint process.

1.19.4.1. Per AFI 36-704, all employees (including supervisors) must cooperate and/or
testify in an inquiry, investigation, or other official proceeding.

1.19.5. Accepts and dismisses complaints in total or in part as is warranted under the
provisions of 29 C.F.R. Section 1614.107. This authority may be delegated, in writing, to the
installation vice commander, or to the installation EO director if the EO director has not
otherwise counseled the complainant with respect to the complaint (see Melton v. Peters,
EEOC Appeal No. 01991675 [August 9, 2000]). The complainant is notified, in writing, of
all acceptance, dismissals or partial dismissals of claims. (See paragraphs 4.12 and 4.13)

1.19.6. Ensures that agency representatives provide timely proposed briefs (for appeals or
requests for reconsiderations) to AFCARO.

1.19.7. Ensures that Air Force and EEOC decisions or orders are fully and promptly
implemented.

1.19.8. Advocates and ensures the availability of an ADR process as an optional avenue to
resolve disputes and improve work relationships.

1.19.9. Provides for an environment free from unlawful discrimination and sexual
harassment using supplemental policy guidance, communication, education and training,
enforcement and assessment, as core elements for program effectiveness and prevention.
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1.19.10. Develops supplemental guidance to prevent unlawful discrimination, sexual
harassment, and reprisal and posts this guidance prominently on base web pages and in
locations frequented by the base population.

1.19.11. Ensures military and civilian personnel attend HRE as required.

1.19.12. Approves locally developed supplements to the Air Force approved HRE program
(e.g., handouts, and audiovisual materials).

1.19.13. Approves non-Air Force mandated locally developed HRE lesson plans, handouts,
and audiovisual materials.

1.19.14. Reviews all closed military EO formal cases on a monthly basis for consistent
enforcement, timeliness and reprisal prevention.

1.19.15. Ensures subordinate commanders appoint an EO specialist to serve as subject
matter expert on all inquiries/ Commander Directed Investigations (CDIls) involving EO
related allegations.

1.19.16. Decides first level appeals on formal military EO cases involving unlawful
discrimination or sexual harassment.

1.19.17. Ensures rating and reviewing officials evaluate compliance with directives (AFI 36-
2406, Officer and Enlisted Evaluation Systems, and AFIl 36-1001, Managing the Civilian
Performance Program), prohibiting unlawful discrimination and sexual harassment and
document serious or repeated deviations.

1.19.18. Acts to repeal any instruction and change any practice that does not support EO
policy.
1.19.19. When evaluating and assigning military personnel, ensures subordinate

commanders and supervisors consider membership in groups espousing supremacist causes
or advocating unlawful discrimination. (See AFI 51-903, Dissident and Protest Activities.)

1.19.20. Directs the semiannual assessment of the installation human relations climate
through the Human Relations Climate Assessment Subcommittee (HRCAS).

1.19.21. Processes Privacy Act of 1974 and FOIA requests IAW paragraph 1.37.

1.19.22. Approves all exception to policy waiver requests for second lieutenants to attend
the DEOMI Equal Opportunity Advisor Program (EOAP). Forwards waiver requests to the
Career Field Manager for Personnel Officers, HQ AFPC/DPASO, Officer Assignments, and
HQ AF/A1Q for final approval.

1.19.23. Ensures subordinate commanders do not use a CDI to investigate allegations that
are part of a formal EEO complaint unless a sexual harassment allegation is made and the
CDl is requested by the complainant.
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1.20. Installation/Center Director of Equal Opportunity (EO Director). Administers the
installation/center commander’s (director) EO Program IAW applicable laws, statutes, directives,
instructions and guidance; keeps the commander fully informed of program activity; manages
budget, manpower and resource issues for the EO program; and coordinates complaint-
processing activities, including entering and maintaining complete complaint data in the AF EO
IT system. Maintains relationship with servicing legal and personnel offices to ensure legal and
regulatory requirements are used and program is in compliance.

1.20.1. Forwards requests to supplement Air Force EO operational and/or policy issuances to
the MAJCOM EO Strategic Advisor for review and to AFPC/EO and AF/A1Q for approval
prior to publication.

1.20.2. Assists the installation/center commander (director) in developing EO supplemental
policy guidance.

1.20.3. Promotes EO to senior leadership on the installation and to the base population.

1.20.4. Ensures the workforce receives adequate information on the availability of the EO
complaint system, process requirements and assigned EO personnel. This information must
be prominently posted throughout the installation. [29 C.F.R. Section 1614.102 (b) (5) and

Q)
1.20.5. Supports GSUs on EO-related issues as outlined in the local host-tenant agreement.

1.20.6. Evaluates the EO program at least twice per year (January and July) using the Air
Force standardized EO Self-Inspection Checklist provided by AF/A1Q. Reports the findings
to AFPC/EO via the self-inspection folder on the EO Community of Practice (CoP).

1.20.7. Guides EO specialists/counselors.  Assists, trains, and supervises EO
specialists/counselors in their counseling and dispute resolution duties and ensures they
maintain a position of neutrality in the performance of those duties.

1.20.8. Ensures only DEOMI-qualified graduates conduct base-level EO/HRE instruction
programs.

1.20.9. Obtains installation/center commander approval of locally developed supplements to
the Air Force approved HRE program (e.g., handouts, and audiovisual materials) and non-Air
Force mandated locally developed lesson plans, handouts, and audiovisual materials.

1.20.10. Approves personalization of standardized HRE lesson plans for each EO Specialist.

1.20.11. Conducts a written evaluation, on an annual basis, for each instructor for every Air
Force or locally approved HRE course using the Air Force standardized EO Instructor
Checklist provided by AFPC/EO (checklist located on EO CoP).

1.20.11.1. Provides a semi-annual synopsis on the AF Form 3018 to include trends, best
practices, and areas of improvement.

1.20.12. Advocates and makes available an ADR process as an optional avenue to resolve
disputes and improve work relationships. As ADR Manager, or in concert with the ADR
Manager, acts to resolve disputes, provide ADR services IAW governing AFIs and improve
work relationships.
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1.20.13. Immediately notifies AFPC/EO and courtesy copy the MAJCOM EO Strategic
Advisor of receipt of any formal military EO complaint that requires coordination between
multiple-installation/center EO directors to ensure timely processing.

1.20.14. Notifies the SJA and installation/center commander (director) of sexual harassment
claims where the civilian complainant invokes his/her right to request an investigation under
the authority of 10 U.S.C. Section 1561.

1.20.15. Informs commanders/supervisors, agency representative, SJA, CPS, complainants
and responsible management officials as applicable on the status of civilian EO complaints
throughout the process. Maintains open lines of communication with agency representative to
ensure the timely preparation of briefs in appeals or requests for reconsideration.

1.20.16. Keeps commanders and complainants apprised of the status of military EO
complaints throughout the process.

1.20.17. Verifies and ensures a record of the complainant’s concerns and any actions taken
to resolve the concerns are included as part of the official complaint file when the
complainant alleges dissatisfaction with the processing of his/her complaint.

1.20.18. Ensures that all correspondence to the complainant and representative, if any, is
sent via authorized means (e.qg., certified/return receipt mail, facsimile).

1.20.19. Documents military complaint resolution.
1.20.20. Analyzes complaints to identify allegations/issues/claims.

1.20.21. Ensures recommendations for dismissal of civilian EO complaints are coordinated
with servicing legal office, in every case, and CPS or HRO, as needed, prior to final
determination and issuance. Dismissal authority is exercised by the installation/center
commander (director) or, through proper delegation, the vice commander or EO director.
The EO director may not exercise delegated dismissal authority for any complaint in which
he/she participated as a counselor.

1.20.22. When appropriate, informs complainants of class complaint and mixed complaint
procedures. Ensures appropriate notification/coordination of class complaints with SJA, CPS,
MAJCOM EO Strategic Advisor, AF/A1Q, AFCARO, LLFSC, and GCA.

1.20.23. Coordinates all proposed and final settlement agreements with SJA, CPS/HRO and
as necessary, MAJCOM, and AFPC, to include Career Program officials. If settlement
agreements involve life insurance, health benefits, and TSP, they must be coordinated
through AFPC. AFPC/DPI requires a 24 hour turnaround to ensure retirement contributions
and computations are processed appropriately.

1.20.24. Tracks status of all cases, ensuring the AF EO IT system has complete and up-to-
date information and that reports mandated by law or regulation are completed within
established timelines.

1.20.25. Forwards a synopsis of all closed formal EO cases to the installation/center
commander (director) for review on a monthly basis.
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1.20.26. Chairs the Human Relations Climate Assessment Subcomittee (HRCAS) and
provides the installation/center commander (director) with an HRCAS report at least twice a
year (1 October-31 March/1 April-30 September). The assessment must be reported on the
AF Form 3018.

1.20.27. Approves and certifies AF Form 3018 report within 10 calendar days following the
end of the quarter.

1.20.28. Tracks and reports through the installation ADR Manager all ADR activity for
informal and formal complaints.

1.20.29. Notifies AFCARO and AF/A1Q of any allegation of wrongdoing against Senior
Officials, Colonels, Colonel selects, or civilian equivalent. This is automatically done when
AF EO IT system is updated with RMO information.

1.20.30. Maintains and safeguards complaint files as the custodian of the official record.

1.20.31. Ensures that information in EO complaint files is protected in compliance with the
Privacy Act of 1974. Checks with the installation Privacy Act official for further guidance.

1.20.32. Processes Privacy Act of 1974 and Freedom of Information Act (FOIA) requests
IAW paragraph 1.39.

1.20.33. Provides administrative assistance and logistical support to the DOD Office of
Investigations and Resolutions Division (IRD) Investigator and Agency Representatives
during investigations and hearings.

1.20.33.1. Procures a private location for personal interviews.

1.20.33.2. Provides for court reporter, if applicable (ensure the court reporter provides
the required number of transcripts ordered to IRD).

1.20.33.3. Provides copies of records or documents relative to the complaint, when
requested.

1.20.33.4. Assists in making phone calls to witnesses or other requested personnel.
1.20.33.5. Assists in the coordination of settlement agreements, when requested.

1.20.33.6. Refers issues and requests for reasonable accommodation to appropriate
officials.

1.20.33.7. Ensures that every reasonable effort is made to resolve complaints at the
earliest possible organizational level.

1.20.33.8. Reviews and approves EEO Counselor’s Report and ensures counselor’s
reports are completed IAW EEOC Management Directive (MD-110) and submitted
within the required timelines.

1.20.33.9. Establishes an effective intra-office training program. Will develop a Master
Training Plan (MTP) to ensure completion of all work center duty position requirements.
The MTP must include the Master Task List (MTL), current CFETP, locally developed
AF Form 797, Job Qualification Standard Continuation/Command JQS (if applicable)
and milestones for tasks and CDC completion IAW AFI 36-2201, V3, paragraph 6.1.
(See EO Community of Practice (CoP) for sample MTP.)
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1.21. EO Specialists.
1.21.1. Maintains a neutral position in the performance of his/her counseling duties.

1.21.2. Advises the complainant about the EO complaint process and the availability of
ADR to resolve the complaint. Explains the ADR program as set forth in AFI 51-1201 and,
for EEO complaints, MD-110, Chapter 3, Section VII.C., using the AF ADR Notice located
on the EO Community of Practice (CoP).

1.21.3. Refers a complaint appropriate for 