MILITARY EQUAL OPPORTUNITY

SELF-INSPECTION CHECKLIST

(Revised  October 03)

References: ANGI 36-7, ANGR 35-29, NGR 600-22/ANGI 36-3

Proper documentation of MEO Program actions is by memorandum, official form (i.e.: AF Form 1271, NGB Form 333), appointment letter, roster, agenda, published minutes, etc. 

Military Equal Opportunity




ITEM
YES
NO
N/A

Section A.  MEO Office Facilities and Staff




1.  Is the MEO office located in an area on the base that is easily accessible to all personnel? (ANGI 36-7, paragraph  3.8.1.1.)




2. Does the Chief, MEO manage MEO personnel, office operations, assignment of duties, resources, and documentation including developing an annual MEO budget request plan? (ANGI 36-7, paragraph  2.5.2.2.)




3.  Do the MEO facilities present a professional setting and include private consultation areas? (ANGI 36-7, paragraph  3.8.1.2.1.)




4.  Do the MEO facilities include a classroom for HRE that allows chairs (tables, etc.) to be reconfigured for small group exercises? (ANGI 36-7, paragraph  3.8.1.2.2.)




5.  Do MEO facilities include a locking cabinet(s) to secure confidential notes, interviews, complaint files, and other documents protected by the FOIA? (ANGI 36-7, paragraph 3.8.1.2.3.)




6.  Are MEO facilities accessible for people with a disability? (ANGI 36-7, paragraph  3.8.1.2.4.)




7.  Does the MEO Chief mentor MEO staff for professional career development? (ANGI 36-7, paragraph 2.5.2.4.)




8.  Have MEO specialists received initial DEOMI training and the 7-skill level CDC training in a timely manner? (ANGI 36-7, paragraph 2.5.2.3.)  




9.  Is OJT training on Career Field Education and Training Plan (CFETP) items provided on a planned and regular basis? (ANGI 36-7, paragraph 2.5.2.3.)




10.  Have steps been taken to ensure MEO specialists complete DEOMI Equal Opportunity training within 18 months of assignment?  Have requests for time extension been submitted to ANG EO Program Manager? (ANGI 36-7, paragraph 2.5.2.3.1.) 




11.  Has a program Continuity Book been established in order to maintain a clear record of the unit MEO program, and to aid in the preparation for and successful completion of inspections?  See ANGI 36-7 for required contents of book. (ANGI 36-7, paragraph 3.9.)




12.  Have Unit Continuity Folders (Files) been established to document the execution of the MEO program at the individual unit level. See ANGI 36-7 for content of folder. (ANGI 36-7, paragraph 3.8.3.)  (Note: Remember to mark documents FOR OFFICIAL USE ONLY)




13.  Is an inspection the MEO office completed annually to ensure compliance with all MEO programs and record keeping requirements as outlined in ANGI 36-7?  Utilize the most current revision this checklist.  (ANGI 36-7, paragraph  2.5.2.7.) 





YES
NO
N/A

Section B.  Policy 




1.  Does the MEO Chief serve as the Wing Commander's staff officer for MEO programs? (ANGI 36-7, paragraph 2.5.2.1.)




2.  Has the MEO Chief assisted the Wing Commander in developing a base policy on equal opportunity and prevention of sexual harassment? (ANGI 36-7, paragraph 2.6.1.1.)




3.  Does the MEO Chief advise unit commanders of adverse conditions affecting the MEO climate or of observed discriminatory circumstances whether or not a complaint has been submitted? (ANGI 36-7, paragraph 2.6.1.2.)




4.  Does the MEO Chief advise the Wing Commander and staff offices on the management of affirmative action plans? (ANGR 35-29). (ANGI 36-7, paragraph 2.6.1.3.)




5.  Does the MEO staff serve as advisors for special emphasis events and ethnic observance programs? Does the MEO staff ensure that unit members annually receive cultural information on under-represented groups through literature, newsletter articles, and/or other special observances? (See Appendix 4 in ANG 36-7 for Dates of Significance to the Equal Opportunity Program). (ANGI 36-7, paragraph 2.6.1.6.)









Section C.  Communication 




1.  Has the MEO office posted all MEO policies in high visibility areas? (Are postings also made showing MEO staff member names, office location, telephone number, staff photographs are recommended?)  (ANGI 36-7, paragraph 3.3.1.1.)




2. Does the MEO office publicize procedures for filing complaints of unlawful discrimination and sexual harassment?  (ANGI 36-7, paragraph 3.3.1.2.)




3.  Has the MEO office developed and does it maintain a referral guide about on-  and off-base EO and Diversity resources?  (The guide is provided to commanders, first sergeants, recruiters and other key personnel).  (ANGI 36-7, paragraphs 3.3.2.1., 3.3.2.2.)                  (Note: An alcohol abuse referral guide for on- and off-base resources is also recommended.) 









Section D.  EO Education and Training




1.  Does the MEO Chief assist and advise the Wing Commander in allocating resources to effectively conduct EO Education and Training?  (i.e.: Obtaining training media, training materials)  (ANGI 36-7, paragraph 2.5.1.4.)




2.  Does the MEO Chief ensure that EO Education and Training programs are conducted by DEOMI-qualified graduates?  (ANGI 36-7, paragraph 2.6.2.1.)  




3.  Does the MEO Chief review EO Education and Training lesson plans/materials and coordinate approval from the Wing Commander?  (ANGI 36-7, paragraph 2.5.2.5.)  




4.  Does the MEO Chief evaluate EO Education and Training lesson plans to ensure that training goals are met? (ANGI 36-7, paragraph 2.6.2.2.)




5. Does the MEO Chief evaluate and document EO instructor’s presentation skills annually?  (This item includes the review class critiques and giving feedback to instructors regularly.) (ANGI 36-7, paragraph 2.5.2.6.)




6.  Do ANG members receive Prevention of Sexual Harassment (POSH) training at least once every two (2) years?   (ANGI 36-7, paragraph 3.4.3.1.) 





YES
NO
N/A

7.   Does the MEO office staff consult with base/unit commanders to determine the type and amount of training to be provided?  (i.e.: lecture, discussion, video, computer-based training, etc.. This determination will be based on the needs for training within each unit as recognized by unit leadership, and through data from unit climate assessments, and the analysis of other relevant data.)  (ANGI 36-7, paragraph 3.4.3.1.)




8.  Does the MEO staff maintain completed attendance rosters for a minimum of (4) years documenting POSH Training?  (Note: rosters should document course title, training date, instructor’s name, attendee’s name, rank, organization and social security number.) (ANGI 36-7, paragraph 3.4.3.2.)




9.  Are all newly assigned personnel scheduled to attend an EO newcomer’s orientation within three (3) months of their assignment?  (ANGI 36-7, paragraph 3.4.1.1.)




10.  Does the MEO staff maintain completed attendance rosters for the newcomer’s orientation in the MEO office for a minimum of five (5) years? (ANGI 36-7, paragraph 3.4.1.2.) 




11.  Do all ANG members receive four (4) hours of Human Resources Education (HRE) every five (5) years?  (ANGI 36-7, paragraph 3.4.2.1.) 




12. Does the MEO staff maintain completed attendance rosters and class critiques for HRE for a minimum of five (5) years? (Rosters should document course title, training date, instructor’s name, and attendee’s name, rank, organization and social security number.) (ANGI 36-7, paragraph 3.4.2.6.)




13. Does a member of the MEO staff update attendance at HRE training in the Personnel Data System within 90 calendar days of its completion?  (ANGI 36-7, paragraph 3.4.2.7.)




14.  Is HRE scheduled frequently enough to maintain a class size of not more than 35 people?  (ANGI 36-7, paragraph 3.4.2.3.)




15. Is reasonable attention and efforts given to achieving representation in HRE classes on the bases of race, gender and ethnic composition?  (ANGI 36-7, paragraph 3.4.2.4.)




16. When inviting members to participate in HRE classes, are efforts made to include those who are in a position to influence the careers of the unit members? (i.e.: commanders, senior NCOs, career counselors, and recruiters)  (ANGI 36-7, paragraph 3.4.2.5.)




17. Are newly assigned unit leaders briefed using the locally developed and approved Key Personnel Briefing within six (6) months of their appointment? (ANGI 36-7, paragraph 3.4.5.3.)




18. Has the MEO staff developed a plan to monitor and accomplish the four categories of EO Education and Training (Newcomers Briefing, KPB, POSH, and HRE)?









Section E.  Enforcement




1. Does the MEO staff serve as advisors to commanders regarding NGR 600-22/ANGI 36-3, National Guard Military Discrimination Complaint System? (ANGI 36-7, paragraph 3.5.)




2. Does the MEO office serve as the central point-of-contact to receive complaints of unlawful discrimination? (ANGI 36-7, paragraph 3.5.)




3.  Are complaints evaluated for use of Alternative Dispute Resolution (ADR) to facilitate communications between disputants and to attempt the early resolution of informal cases? (ANGI 36-7, paragraph 3.5.2.1.) (Use of ADR must be with approval of the commander concerned.)





YES
NO
N/A

4.  Are immediate referrals made in situations as described in ANGI 36-7, para: 3.5.4.?  (ANGI 36-7, paragraph 3.5.4.)




5.  Does the MEO staff properly maintain the mandated and confidential documentation of discrimination and harassment cases?  See NGR 600-22/ANGI 36-3 National Guard Military Discrimination Complaint System. 




6.  Are timelines observed for processing complaints as outlined in ANGI 600-22?  See NGR 600-22/ANGI 36-3 National Guard Military Discrimination Complaint System. 




7.  Is a synopsis of closed MEO formal complaints sent to the Wing Commander for review in a timely manner following their closure?  (ANGI 36-7, paragraph 2.6.6.3.)









Section F.  Assessment




1.  Does the MEO staff provide commanders with information about the condition of human relations in their unit by conducting Unit Climate Assessments (UCAs)? (ANGI 36-7, paragraph 3.6.)




2.  Does the MEO staff conduct UCAs every four (4) years with units having more than 50 military personnel assigned?  (Note:  The MEO office will conduct assessments within six months of a commander assuming command and within every four years thereafter. Guidelines for conducting UCAs are contained in AFPAM 36-2704 and ANGI 36-7.) (ANGI 36-7, paragraph 3.6.1.1.1.)




3.  Are UCA results maintained as confidential, marked “FOR OFFICIAL USE ONLY” and filed in Unit Continuity Files?  (ANGI 36-7, paragraph 3.6.2.7.4.)




4.  Does the MEO staff conduct Out and About Program visits each month, deferring to other mission requirements.  (Each unit will be visited at least once in each 2-year period and more often as possible and necessary.)  (ANGI 36-7, paragraph 3.6.3.1.) 




5.  Are Out and About visits documented on AF Form 1271 and filed in the appropriate unit continuity file? (ANGI 36-7, paragraph 3.6.3.1.)




6.  Does the Wing Commander chair the WCAC at least annually? (The WCAC will be held within two (2) months following the close of the fiscal year). (ANGI 36-7, paragraph 3.6.1.2.)




7. Does the Wing Commander appoint additional members to the WCAC in writing as deemed appropriate? (Additional member appointments should be documented and filed with MEO WCAC records.) (ANGI 36-7, paragraph  3.6.1.11.9)




8.  Do the WCAC committee members provide their data and analysis of the preceding fiscal year to the Chief, MEO one UTA prior to the scheduled meeting?  (ANGI 36-7, paragraph 3.6.1.3.)




9. Does the Wing Commander approve the strategies and implement (or approve implementation of) the resolution processes developed by the WCAC? (ANGI 36-7, paragraph 3.6.1.7.)




10.  Does the MEO office prepare the WCAC minutes (within 45 days) for the commander’s approval and signature and maintain all meeting minutes? (ANGI 36-7, paragraph 3.6.1.9.)




Section G.  Other
YES
NO
N/A

1.  Does the MEO staff conduct informal assistance (i.e.: non-MEO referrals, non-MEO ADR/facilitation and requests for MEO program information) to include third party concerns (e.g., commander, supervisor, co-worker or witness) with an allegation of unlawful discrimination or sexual harassment)?  (ANGI 36-7, paragraph 3.6.4.) 




2.  Are instances of providing informal assistance (e.g., referral to chain of command, EEO, commander, etc.) documented on AF Form 1271?  (ANGI 36-7, paragraph 3.6.4.)  




3.  Do MEO personnel from the host wing will make annual MEO assistance visits to each GSU to provide training to the MEO representative and to ensure effective program management?  (ANGI 36-7, paragraph 3.7.4.) 




4.  Are GSU assistance visits documented on AF Form 1271 and filed in the appropriate unit continuity file?  (ANGI 36-7, paragraph 3.7.4.) 




5.  Is care taken not to engage the GSU MEO representative in functions that require DEOMI trained personnel?  (ANGI 36-7, paragraph 3.7.4.)




6.  Is attention given to be alert to the occurrence of Equal Opportunity and Treatment Incidents (EOTIs) and in consultation with Commander and SEEM are determinations made about the reporting of each incident (based on seriousness and ramifications) to NGB-EO?  (ANGI 36-7, paragraph 2.6.5.5.)




7.  Is each EOTI incident documented through a memorandum for record (see AF Handbook 33-337, The Tongue and Quill) which summarizes pertinent information including the date and nature of the incident and the action taken? (ANGI 36-7, paragraph 2.6.5.5.)




8.  Are officer and enlisted selection processes evaluated to ensure that all qualified members have an equal opportunity to apply for vacancies? (ANGI 36-7, paragraph 2.6.5.6.)




9.  Are steps taken to encourage a diverse make-up of officer selection and enlisted promotions boards and ensure that board members are aware of base Affirmative Action Plan goals?  (ANGI 36-7, paragraph 2.6.5.7.)




10.  Is the MEO Annual Report (Attachment 4, MEO Form 36-7) completed and submitted to NGB-EO according to requirements? (The report filing date is 15 Jan following the close of the preceding fiscal year.) (ANGI 36-7, paragraph 2.6.6.1.1.)




11. Is the Affirmative Action Plan Report utilized as a means to pursue a balanced workforce according to applicable instructions? (ANGR 35-29, ANGI 36-7, paragraph 2.6.6.1.2.)




12.  Is the AAP report submitted to NGB-EO no later than 60 days after the close of the fiscal year? (ANGI 36-7, paragraph 2.6.6.1.2.)









Section H.  Drug Testing




1.  Is documentation maintained of the responsibilities that have been assigned for the local Drug Testing Program as designated by the Wing Commander (i.e.: appointment letters, memorandums for record, program outline)? 




2.  Are records kept to document that regular “Cross-Functional Oversight Committee” meetings are held?




3. Is appropriate paperwork and documentation maintained as dictated by current assignments for the Drug Testing Program. (i.e.: testing results and statistics, budgetary plan, meeting minutes)? 




ADDITIONAL ITEMS FOR CONSIDERATION

Are records kept showing the racial/ethnic composition of the state/territory and the defined recruiting area of the specific ANG unit (ANGR 35-29)?

Are appropriate community contacts with local civic organizations, schools, or other organizations made by the community manager and recruiting staff to promote recruitment of minorities and women?  

Minority/Women Recruitment

Are MEO personnel knowledgeable of the most current census data for the state to include county recruiting areas, race/ethnic breakdown, and women (17-35 age group)? ANGR 35-29 


Does the make-up of the organization reflect the population characteristics of the recruiting area?  


Does the annual AAP report reflect officer and enlisted personnel assignments? Has corrective action (if applicable) been required and/or taken? ANGR 35-29


Has the command taken action to identify personnel who have basic qualifications for officer appointment (minorities, women etc.)? 


What progress has been made in the integration of minorities and women in the unit?  In summary what are the net gains or losses for minorities and women in past 5 years? ANGR 35-29


Are minority/women recruiters assigned to recruiting staffs (composition male, female, ethnic etc.)?

Affirmative Action Planning ANGR 35-29

Is the commander’s EO policy statement (which affirms support of the Affirmative Action Plan) included in the AAP? 

Is there evidence of concurrence on the current AAP from the commander and other unit leaders?

Based on the local situation are specific instructions for implementing and administering the affirmative actions plan spelled out in the local AAP document? ANGR 35-29, para 5g (1a-f) 

Has the local Affirmative Action Plan been updated and published? NGR 35-29, para 5e (1-5) 

Are unit leaders acting to carryout the AAP objectives? ANGR 35-29, para 5g (1a-f) 

Are problem areas and management emphases identified in the assessment and addressed in the planned actions?

Are records readily available to monitor changes in the current action items?

Are the commander and staff knowledgeable of action items for which they are the responsible officials? ANGR 35-29, para 5g (1a-1d)

Have goals been established where applicable and specific target dates assigned for completion of action items? ANGR 35-29, para 6(c)

Are items in the AAP achieving their intended success within the timetables specified locally? ANGR 35-29, para 6c
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