AFRC MILITARY EQUAL OPPORTUNITY PROGRAMS (MEO)

(Revised 03/01/01)

	GENERAL INFORMATION/ADMINISTRATION

NOTE: All references are listed with each question

ITEM
	YES
	NO
	N/A

	1.  Does the Equal Opportunity and Treatment (EOT) program improve mission effectiveness by promoting an environment free from personal, social, or institutional barriers that prevent members from rising to the highest level of responsibility possible based on individual merit, fitness, and capability?  (AFI 36-2706, 1.1)


	
	
	

	2.  Does the Chief, Military Equal Opportunity serve as the commander’s staff officer for the EOT program?  (AFI 36-2706, 4.2.1)
	
	
	

	3.  Does Military Equal Opportunity inform the commander of problems that may adversely affect member’s behavior, health, duty performance or the mission?  (AFI 36-2706, 2.2.1)
	
	
	

	4.  Does the chief, Military Equal Opportunity manage the budget, manpower, and resource issues for Military Equal Opportunity?  (AFI 36-2706, 4.2.3)
	
	
	

	5.  Does the Chief, Military Equal Opportunity evaluate the office at least twice a year using the appropriate compliance measure (The AFRC Military Equal Opportunity Self-Inspection Checklist)?  (AFI 36-2706, 4.2.7)
	
	
	

	6.  Has the commander developed policies to prevent unlawful discrimination and sexual harassment and ensured those policies are prominently displayed in locations and areas frequented by the unit population?  (AFI 36-2706, 4.1.2/4.4.10)
	
	
	

	7.  Is the Military Equal Opportunity office centrally located in one building that is accessible to all base personnel?  Does the facility have private consultation areas, classrooms, and space for office operations?  (AFI 36-2706, 2.5)
	
	
	

	8.  Is the Military Equal Opportunity program being publicized, at a minimum, by memorandums (posters) which include the location and telephone number of the office?  (AFI 36-2706, 2.3)
	
	
	

	9.  Has a referral guide of on- and off-base Military Equal Opportunity resources been developed and is it current?  Is a copy provided at key personnel briefings and to all unit commanders and first sergeants?  (AFI 36-2706, 2.4)
	
	
	

	10.  Are congressional and other high-level inquiries coordinated with AFRC/DPXSZ and HQ USAF/DPCH as appropriate?  (AFI 36-2706, 2.6)
	
	
	

	11.  Has a continuity file for each unit of more than 50 military people been established?  Do they contain reports from the last two UCA visits, documented Key Personnel Briefings and data on EOT trends?  (AFI 36-2706, 2.7.1)
	
	
	

	12.  Are UCA reports in unit continuity folders marked FOR OFFICIAL USE ONLY (FOUO)? (AFI 36-2706, 2.7.2)
	
	
	

	13.  Are the unit continuity files maintained and disposed of IAW AFI 37-139, Disposition of Air Force Records - - Records Disposition Schedule?  (AFI 36-2706, 2.7.3)
	
	
	

	14.  Are only AF approved films shown?  Are requests to add a new film to the list sent through AFRC/DPXSZ (Military Equal Opportunity) to HQ AFPC/DPSFS including information such as: the name of the film, address of the distributor, cost of the film, and how it would be used?  (AFI 36-2706, 2.8/2.8.1)
	
	
	

	15.  Is the Military Equal Opportunity office included on the incident reporting checklist at the Operations Support Center (command post)?  (AFI 36-2706, 2.10)
	
	
	

	16.  Does the Chief, Military Equal Opportunity serve as the “disclosure authority” for all Military Equal Opportunity records which have been determined to be responsive to specific FOIA requests?  Has the chief provided “denial authority” with a denial recommendation for those records to be denied in whole or in part as a result of a specific FOIA of Privacy Act request? (AFI 36-2706, 2.11.1)
	
	
	


	17.  When individuals are requested to provide personal information such as their name and social security number, are they informed what laws convey authority for soliciting personal information, whether disclosing the information is mandatory of voluntary, the purpose of collecting the information, what the information will be used for, and what effects, if any, an individual can expect if they don’t provide the information?  (AFI 36-2706, 2.11.3)
	
	
	

	18.  Are all FOIA requests coordinated with the local FOIA office and SJA offices? (AFI 36-2706, 2.12)
	
	
	

	19.  Have procedures been established to protect information stored on computer hard drives and in network drives?  Has data from computer hardware and software been appropriately destroyed?  Is the information maintained IAW AFI 37-139, Disposition of Air Force Records - - Records Disposition Schedule? (AFI 36-2706, 2.13/ 2.14)
	
	
	

	20.  Is AF Form 3018, “Equal opportunity/Human Relations Education Summary” being forwarded to the respective NAF in a timely manner at the end of each reporting period (on a quarterly basis)?  (Supplement to AFI 36-2706, 2.23.1)
	
	
	

	21.  Has EOT-related data from SP, IG, HC, MPF, and other agencies for trend analysis, including security police blotters, incident reports, and MWRS logs been gathered? (AFI 36-2706, 4.4.4)
	
	
	

	22.  When recruiting retrainees, at a minimum, are the following actions accomplished:
	
	
	

	     a.  Chief of Military Equal Opportunity interviews retrainee?  (AFI 36-2706, 2.20.2)
	
	
	

	     b.  Chief of Military Equal Opportunity establishes and documents an observation period of a minimum of 20 duty days before recommending individual for 
retraining (AFI 36-2706, 2.20.3)
	
	
	

	     c.  Review the retrainee’s military records?  (AFI 36-2706, 2.20.4)
	
	
	

	     d.  Evaluate the retrainee’s verbal and written communication skills?  (AFI 36-2706, 2.20.4)
	
	
	

	     e.  Obtain immediate supervisor’s and unit commander’s recommendation?  (AFI 36-2706, 2.20.4)
	
	
	

	     f.  Obtain wing commander’s endorsement of retrainee package?
	
	
	


	EDUCATION/TRAINING

NOTE: All references are listed with each question

ITEM
	YES
	NO
	N/A

	1.  Is the Military Equal Opportunity office conducting the appropriate human relations education?  (AFI 36-2706, 4.4.3, Table 2.2)
	
	
	

	     a.  Are Newcomer’s Briefings being conducted for individuals within 30 days (2 UTAs) of their assignment?  (AFI 36-2706, Table 2.2)
	
	
	

	     b.  Is the “First Duty Station” (FDS), course being conducted for individuals within 30 days (2 UTAs) of arrival on station.  (AFI 36-2706, Table 2.2)
	
	
	

	     c.  Are commanders, senior enlisted advisors, first sergeants and other key senior personnel being provided a Military Equal Opportunity orientation briefing (Key Personnel Briefing) within 30 days (2 UTAs) of their appointment?  (AFI 36-2706, Table 2.2, 2.21.4)
	
	
	

	2.  Are instructors DEOMI trained?  (AFI 36-2706, 2.21.2)
	
	
	

	3.  Have instructors developed and maintained personalized lesson plans?  (AFI 36-2706, 2.21.3)
	
	
	

	4.  Have instructors received written approval for all lesson plans from the Chief, Military Equal Opportunity before implementing them?  (AFI 36-2706, 2.21.3; Note 2 of Table 2.2)
	
	
	

	5.  Does the Chief, Military Equal Opportunity evaluate (in writing on an annual basis) the entire education class and keep the evaluation on file?  (AFI 36-2706, 2.21.4/4.2.8)
	
	
	

	6.  Do the instructors ensure education classes are updated into the Personnel Data System (PDS) using established data elements (DINs)?  (AFI 36-2706, 2.21.4)
	
	
	

	7.  Does the Military Personnel Flight schedule military personnel requiring Human Relations Education as part of the INTRO process? (AFI 36-2706, 2.21.6)
	
	
	

	8. Does the Civilian Personnel Flight schedule civilian personnel for Human Relations Education?  (AFI 36-2706, 2.21.7)
	
	
	


	FORMAL COMPLAINT PROCESSING

NOTE: All references are listed with each question

ITEM
	YES
	NO
	N/A

	1.  Are complainants encouraged to resolve complaints informally before filing a formal complaint, if appropriate?  (AFI 36-2706, 4.9.1)
	
	
	

	2.  Is early reporting of problems at the lowest level and fair resolution encouraged?  (AFI 36-2706, 4.9.2)
	
	
	

	3.  Are complaints involving allegations of suspected criminal activity, such as assault, sexual assault, rape, child abuse or molestation, or incest coordinated with the Staff Judge Advocate and referred, as appropriate, to the Air Force Office of Special Investigations or the Security Police?  (AFI 36-2706, 4.11.1)
	
	
	

	4.  Are all complaints not within the authority of EOT immediately referred to the appropriate agency, i.e. AAFES, NAF, Housing Referral Office?  (AFI 36-2706, 4.11.3)
	
	
	

	5.  Are complaints against senior officials (0-7 and above) referred to SAF/IGS?  (AFI 36-2706, 4.12.1.1)
	
	
	

	6.  Does the commander notify AFRC/IGQs and DP SAF/IGQ of complaints involving colonels and colonel selects?  (AFI 36-2706, 4.12.1.2)
	
	
	

	7.  Do EOT technicians coordinate with the Chief, Military Equal Opportunity and consult with AFRC/DPXSZ (Military Equal Opportunity) prior to conduct complaint clarifications in cases involving colonels and colonel selects to determine the most appropriate complaint resolution avenue?  (AFI 36-2706, 4.12.3.1)
	
	
	

	8.  Are procedures for filing formal and informal complaints published and publicized?  (AFI 36-2706, 4.14.1)
	
	
	

	9.  Are formal complaints documented on AF Form 1587?  (AFI 36-2706, 4.16)
	
	
	

	10.  Is the formal complaint statement documented adequately, detailing names of people involved, specific allegations, date and time alleged discriminatory acts, and other pertinent information?  (AFI 36-2706, 4.16)
	
	
	

	11.  Are specific allegations documented in Block 15 of AF Form 1587?
	
	
	

	12.  Are allegations of unlawful discrimination submitted more than 60 days after the alleged offense submitted to the wing commander for approval?  (AFI 36-2706, 4.17.1)
	
	
	

	13.  For anonymous complaints, is an AF Form 1567 used to document the complaint?  Is the proper commander or agency notified?  Is the case coded “E” or “R” as appropriate?  (AFI 36-2706, 4.16)
	
	
	

	14.  For complaints more than 60 days after the alleged offense, does the complainant provide sufficient justification or extenuating circumstances for review?  Does the commander approve complaint clarification on complaints more than 60 days after the offense?  (AFI 36-2706, 4.17.1)
	
	
	

	15.  Does the Chief, Military Equal Opportunity approve requests for withdrawal of complaints? (AFI 36-2706, 4.17.2)
	
	
	

	16.  Is a complaint clarification completed for all formal E-coded complaints? (AFI 36-2706, 4.18.1)
	
	
	

	17.  During the complaint clarification, are statements or interviews obtained from all pertinent witnesses, including those listed by the complainant and alleged offender, to establish a preponderance of evidence?  (AFI 36-2706, 4.18.2)
	
	
	

	18.  Are timeline extensions documented in Block 20 of AF Form 1587?  (AFI 36-2706, 4.20)
	
	
	

	19.  After initial extensions, does the Chief, Military Equal Opportunity brief the wing commander on the status of the complaint every 14 days (each UTA) and is this documented in Block 20 of AF Form 1587?  (AFI 36-2706, 4.20)
	
	
	

	20.  Does the Chief, Military Equal Opportunity inform the wing commander of additional or subsequent extensions and is this documented in Block 20 of AF Form 1587?  (AFI 36-2706, 4.20)
	
	
	

	21.  Does EOT staff request the commander or appointing authority to direct an IG investigation into unresolved EOT allegations?  Is the request coordinated with the SJA?  (AFI 36-2706, 4.21)
	
	
	


	22.  During a commander directed IG investigation into unresolved EOT allegations, are all requests coordinated through the SJA?  Does the IG provide Military Equal Opportunity with a summary statement of findings regarding its outcome, conclusions, and recommendations?  (AFI 36-2706, 4.21)
	
	
	

	23.  When an IG investigation is conducted into EOT allegations does Military Equal Opportunity:
	
	
	

	     a.  Prior to the investigating officer (IO) beginning the investigation, provide him/her with information on the EOT staff’s role in assisting IOs during inquiries or investigations into allegations of unlawful discrimination or sexual harassment?  (AFI 36-2706, 4.23.1)
	
	
	

	     b.  Provide subject matter expertise, advice and assistance to the IO during all phases of the inquiry process?  (36-2706, 4.23.2)
	
	
	

	     c.  Ensure the IO is aware of the appropriate DoD directives, Air Force policy directives, instructions, and manuals governing the equal opportunity program?   (AFI 36-2706, 4.23.3)
	
	
	

	     d.  Determine whether the allegations are under EOT purview, i.e. race, color, religion, national origin, or sex?  Further, specify whether the allegations involve unlawful personal or institutional discrimination?  (AFI 36-2706, 4.23.4)
	
	
	

	     e.  Review the Report of Inquiry to ensure key facts and supporting documentation supporting documentation submitted by the complainants, alleged offenders, witnesses, and statements and official documents are included as part of the official Air Force record?  (AF 36-2706, 4.23.5)
	
	
	

	     f.  Ensure the IO addresses all allegations involving unlawful discrimination (racism, sexism, etc.), sexual harassment, prejudice, subtle discriminatory behavior, preferential treatment, trends, and reprisal in the Report of Inquiry?  (AFI 36-2706, 4.23.6)
	
	
	

	     g.  Ensure all relevant exhibits and documents are reviewed and included in the Report of Inquiry?  (AFI 36-2706, 4.23.7)
	
	
	

	     h.  Ensure any previous attempts to resolve the allegations and incidents of unlawful discrimination are included in the Report of Inquiry (i.e., chain of command, mediation, etc.)?  (AFI 36-2706, 4.23.8)
	
	
	

	     i.  At the conclusions of the inquiry or investigation, have all allegations been thoroughly addressed and documented in the Report of Inquiry?  AFI 36-2706, 4.23.9)
	
	
	

	     j.  Document EOT involvement on AF 1587 or a memo for record if no AF Form 1587 exists?  (36-2706, 4.23.10)
	
	
	

	     k.  When EOT-related inquiries or investigations are directed by an appointing authority or higher headquarters, does the IG or appointing authority request assistance from the appropriate level EOT office?  (AFI 36-2706, 4.23.11)
	
	
	

	     l.  Does the IO appointment letter include a Military Equal Opportunity point of contact?  (AFI 36-2706, 4.23.12)
	
	
	

	24.  Does the EOT staff forward the case to the wing commander when there is a significant disagreement regarding the violation of EOT policy?  (AFI 36-2706, 4.24)
	
	
	

	25.  After the complaint clarification is completed, does the Military Equal Opportunity office inform the complainants of their right to appeal the EOT complaint finding regarding discrimination and is this documented on AF Form 1587?
	
	
	

	26.  Does the Military Equal Opportunity office ensure the alleged offender’s unit commander is aware of his/her responsibility to brief the alleged offender, after SJA coordination, on the nature and details of the complaint and his/her right to appeal a complaint and is this documented in Block 20 of AF Form 1587?  (AFI 36-2706, 4.22)
	
	
	

	27.  Does Military Equal Opportunity properly process complaint appeals?  (AFI 36-2706, 4.25)
	
	
	

	28.  Does the Military Equal Opportunity staff follow-up within 30 days to see if discrimination has ceased?  Has the office also determined that the complainant has not experienced reprisals or negative repercussions as the result of the complaint?  (AFI 36-2706, 4.26)
	
	
	

	29.  Does Military Equal Opportunity refer individuals to the IG when they claim reprisal for filing a complaint and is the referral documented?  (AFI 36-2706, 4.27.1)
	
	
	

	30.  Does Military Equal Opportunity inform alleged offenders of their Article 31 rights if there is reasonable suspicion the individual committed an offense under the UCMJ?  (AFI 36-2706, 4.28.1)
	
	
	

	31.  Does Military Equal Opportunity provide the complainant appropriate feedback throughout the clarification process and is this feedback documented in the case file?  (AFI 36-2706, 4.29)
	
	
	

	32.  Does the wing commander review all closed EOT cases on a monthly basis? (AFI 36-2706, 4.1.4)
	
	
	


	INFORMAL DISCRIMINATION COMPLAINT PROCESSING

NOTE: All references are listed with each question

ITEM
	YES
	NO
	N/A

	A.  GENERAL
	
	
	

	1.  Does the Military Equal Opportunity office use AF Form 1587-1 to document informal complaints within 5 duty days (2 UTAs)?  (AFI 36-2706, 4.14.2)
	
	
	

	2.  Are completed AF Forms 1587-1 filed in the unit’s continuity folder? (AFI 36-2706, 4.14.2)
	
	
	

	3.  Does Military Equal Opportunity follow-up with individuals who make informal complaints within 5 duty days (2 UTAs)?  (AFI 36-2706, 4.14.4)
	
	
	

	B.  MEDIATION
	
	
	

	1.  Is mediation used, whenever possible, with the consent of the disputants, to resolve complaints expeditiously and at the lowest level?  (AFI 36-2706, 4.32)
	
	
	

	2.  Is mediation conducted by DEOMI-trained personnel who have attended the USAF 3-day training course and who are certified as mediators?  (AFI 36-2706, 4.33.1)
	
	
	

	3.  Are mediation cases recorded on AF Form 1587-1?  (AFI 36-2706, 4.35.1)
	
	
	

	4.  Are case files maintained as described in AF 36-2706, 4.35.4 & IAW Table 2.1 under FOIA?  (AFI 36-2706, 4.35.4/4.35.5)
	
	
	

	5.  Have mediation cases been properly reported, followed-up, and disposed?  (AFI 36-2706, 4.36/4.37/4.39)
	
	
	


	INFORMAL ASSISTANCE

NOTE: All references are listed with each question

ITEM
	YES
	NO
	N/A

	1.  Do EOT technicians document all services that don’t involve lawful discrimination, i.e. referrals, conflict resolution, and general EOT program information, on an AF form 1271? (AFI 36-2706, 2.22)
	
	
	

	2.  Does the AF Form 1271 clearly articulate the customer’s concern or issue?
	
	
	

	3.  Does the AF Form 1271 clearly articulate the options and services provided by the Military Equal Opportunity staff?
	
	
	


	CLIMATE ASSESSMENT PROGRAM

NOTE: All references are listed with each question

ITEM
	YES
	NO
	N/A

	A.  UNIT
	
	
	

	1.  Are unit climate assessments conducted on a regular basis?  (AFI 36-2706, 3.1.2)?
	
	
	

	     a.  Six months after assumption of command
	
	
	

	     b.  Upon a commander’s request
	
	
	

	     c.  At least every 2 years
	
	
	

	2.  Does Military Equal Opportunity have a written plan to accomplish unit climate assessments on a regular basis?
	
	
	

	3.  Is AF Form 3969, Commanders Unit Climate Assessment Critique, attached to the final UCA report?  (AFI 36-2706, 3.1.7.1)
	
	
	


	4.  Does Military Equal Opportunity obtain a written request from the unit commander and coordinate with the CPF before conducting UCA surveys or interviews with civilian personnel?  Is the request maintained in the unit’s continuity folder?  (AFI 36-2706, 3.2.1/ 3.2.2)
	
	
	

	5.  Are only AF approved surveys used for UCAs?  (AFI 36-2706, 3.1.4)
	
	
	

	6.  Do EOT personnel assist commanders to distribute and collect surveys, compile and analyze survey data, conduct personal interviews, prepare unit out-briefs and written reports, and provide assistance to commanders
desiring to use the MEOCS?  (AFI 36-2706, 3.1.5)
	
	
	

	7.  Is a UCA report provided to the commander?  Is the report protected to the maximum extent permitted under FOIA IAW AFI 37-131?  (AFI 36-2706, 3.1.6)
	
	
	

	8.  Are copies of the UCA report filed in the unit’s continuity folder?  (AFI 36-27-6, 3.3)
	
	
	

	B.  WING
	
	
	

	1.  Does the Wing Climate Assessment Committee provide the commander with an assessment of the wing climate at least twice a year covering the periods of Oct to Mar & Apr to Sep?  (AFI 36-2706, 3.5.1)
	
	
	

	2.  Does the agenda of the committee include reviewing semi-annual statistics/ trends and developing counter measures to neutralize any identified threat to good human relations?  Does EOT develop and maintain meeting minutes?  (AFI 36-27-6, 3.5.2)
	
	
	

	3.  Does the committee provide the commander with an analysis of UCAs conducted within the report period, numbers of EOT complaints and incidents, equity in promotions, involuntary separations, UIFs, discipline, awards and decorations, etc.  (AFI 36-2706, 3.5.3)
	
	
	

	4.  Do EOT personnel give the commander the choice of using current data (3-6 months) from previous UCAs or administer an installation-wide assessment when the commander requests?  (AFI 36-2706, 3.5.4)
	
	
	

	C.  “OUT AND ABOUT”
	
	
	

	1.  Does the Military Equal Opportunity office gather information on EOT and quality of life issues for the wing?  (AFI 36-2706, 3.4)
	
	
	

	2.  Is the information gathered documented on AF form 1271?  (AFI 36-2706, 3.4)
	
	
	


	EOT INCIDENT MANAGEMENT

NOTE: All references are listed with each question

ITEM
	YES
	NO
	N/A

	1.  Does Military Equal Opportunity respond to and clarify EOT incidents? (AFI 36-2706, 4.7.1)
	
	
	

	2.  Are incidents classified with the wing commander’s concurrence and IAW guidance provided in paragraph 4.6.1 of AFI 36-2706?
	
	
	

	3.  Do EOT incident clarification reports provide the following information? (AFI 36-2706, 4.7.1)
	
	
	

	     a.  The facts and cause of the EOT incident(s)?
	
	
	

	     b.  The severity of EOT incident(s) to morale, good order, discipline and unit effectiveness?
	
	
	

	     c.  Recommendations to the commander on classification of the incident(s) and corrective action(s)?
	
	
	

	4.  Are minor EOT incidents reported to AFRC/DPXSZ (Military Equal Opportunity) via routine message within 72 hours of notification?  (AFI 36-2706, 4.8.1)
	
	
	

	5.  Are serious EOT incidents reported by priority message to AFRC/DPXSZ (Military Equal Opportunity) and AFPC/DPSFS within 72 hours of notification and major incidents reported within 24 hours?  (AFI 36-2706, 4.8.2/4.8.3)
	
	
	

	6.  Are copies of serious and major EOT incident messages provided to HQ USAF/DPCH and HQ AFPC/DPSFS?  (AFI 36-2706, 4.8.3)
	
	
	

	7.  Are follow-up messages to incidents provided to AFRC/DPXSZ (Military Equal Opportunity) every 30 calendar days until final action is taken?  (AFI 36-2706, 4.8.4)
	
	
	

	8.  Do EOT personnel avoid overlapping on-going investigations conducted by other agencies?  (AFI 36-2706, 4.7.2)
	
	
	


LAST REVISION:  N/A

SUMMARY OF change: 

