USAIC

EQUAL OPPORTUNITY INSPECTION

CHECKLIST

UNIT:_______________






DATE:___________

INSPECTOR:____________________

1. PURPOSE: To establish unit inspection criteria for an effective and proactive Equal Opportunity Program that evaluates administration, staffing, complaint procedures, affirmative action plan (Brigade or equivalent level), and Equal Opportunity (EO) education/ training. 

2. APPLICABILITY: This standard checklist is applicable to all TRADOC, FORSCOM, and Tenant units assigned or attached to Fort Benning.

3. GENERAL: The inspection consists of five functional areas: administration, complaint processing, staffing, Affirmative Action Plan (Brigade or equivalent level), and Equal Opportunity education/training.

4. RATING CRITERIA: If a unit receives NOT MET in any two of the functional areas, the overall rating will be NOT MET. The unit must be re-inspected within thirty (30) days.

5. REFERENCES:

a. AR 600-20, Army Command Policy, 15 July 99.

b. DA Pam 350-20 w/ch 1, Unit EO Training Guide

c. DA Pam 600-26, DA Affirmative Action Plan

d. TC 26-6, Commanders EO Handbook

6. EVALUATION CRITERIA:

a. Administration
(1) PARTIALLY MET.  All required publications are on hand or ordered. Command policy letters are posted but are outdated on bulletin boards and in EO binders.

(2)  NOT MET. Failure to have all required publications and forms on hand or ordered. No command policy letters posted and maintained in EO binder.

(3) FULLY MET. Showing documentation of requested regulations when not available. Policy letters signed, posted on bulletin boards and maintained in EO binders

b. Staffing

(1) PARTIALLY MET. Equal Opportunity Representative (EOR) has been trained but appointment orders are not on hand or certificate of training is missing.

(2) NOT MET. Failure to have a minimum of primary and alternate Equal Opportunity Representative (EOR) trained and on appointment orders. 

(3) FULLY MET. Unit has two trained EOR’s on duty with appointment orders. 

c. Complaint Processing  
(1) PARTIALLY MET. Complaints are processed IAW AR 600-20, Army Command Policy; however, entire timeline is not met.

(2) NOT MET. Failure to process formal complaints within the time allotted IAW AR 600-20, Army Command Policy.

(3) FULLY MET. Timelines are met.

d. Affirmative Action Plan (AAP) 
(1) PARTIALLY MET. AAP has realistic goals; are updated, but not reviewed annually.

(2) NOT MET.  AAP does not have realistic goals; no listed proponents; documented annual reviews; AAP outdated.  

(3) FULLY MET.  AAP has realistic goals; listed proponents; updated and reviewed annually.

e. EO Education and Training

(1) PARTIALLY MET.  EO training conducted a minimum of three quarters and includes CDRs and 1SGs participation.  Training was not annotated on unit training schedule.

(2) NOT MET.  EO training not documented on unit training schedule/unit training records.  Brigade or equivalent, not conducting semi-annual executive level seminars for commander(s) and staff.  Commanders and First Sergeants not participating.

(3) FULLY MET.  Documentation of EO training conducted a minimum of three quarters to include CDRs and 1SGs participation.  Training is annotated on unit training schedule.  Unit conducts semi-annual executive level seminars.

NOTE:  Documentation for a minimum of three consecutive quarters should include but not limited to memorandum for record, sign in rosters, and training schedules.

f. Command Climate Survey

(1) PARTIALLY MET.  Command Climate Survey (CCS) was conducted, but not within 90 days of assumption of command, and/or not within 12 months of a previous CCS by the same Commander.

(2) NOT MET.  Command Climate Survey was not conducted.

(3) FULLY MET.  Command Climate Survey was conducted within 90 days of assumption of command and within 12 months of a previous CCS by the same Commander.

7. ADMINISTRATION CHECKLIST: PM
   NM
 FM  (CIRCLE ONE)

a.  Are the following publications or regulations listed below on hand:  
PM
NM   
FM

(1) Copy of AR 600-20, Army Command Policy, 13 May 2002.          
___     ___     ___

(2) AR 15-6, Procedures for Investigating Officers, 30 Sep 96.         
___     ___     ___

(3) DA Pam 600-26 (DA AAP).
___     ___     ___

(4) DA PAM 350-20 w/ch.1, Unit Equal Opportunity Training Guide
___     ___     ___

(5) TC 26-6, Commander’s EO Handbook.
___     ___     ___

(6) MACOM AAP.        
___     ___     ___

(7) USAIC AAP.                    
___     ___     ___

(8) Brigade or equivalent AAP.                    
___     ___     ___

b. Are copies of the following policy statements/memorandums maintained on unit bulletin board:

(1)  CG’s Policy Statement on:



 
PM 
NM
FM

(a)   Equal Opportunity 





 ___
___
___

(b)  Prevention of Sexual Harassment



 ___
___
___

(c)   EO Complaint Procedures




 ___
___
___

(2) Brigade or equivalent Commander’s Policy Statement on: 
PM 
NM 
FM 

(a)   Equal Opportunity 





 ___
___
___

(b)  Prevention of Sexual Harassment



 ___
___
___

(c)   EO Complaint Procedures




 ___
___
___

(3) Battalion Commander’s Policy Statement on:

  
PM
NM
FM

(a)   Equal Opportunity 





 ___
___
___

(b)  Prevention of Sexual Harassment


 
 ___
___
___

(c)   EO Complaint Procedures




 ___
___
___

(4) Company Commander’s Policy Statement on:

 
PM
NM
FM

(a)   Equal Opportunity





 ___
___
___

(b)  Prevention of Sexual Harassment



 ___
___
___

(c)   EO Complaint Procedures




 ___
___
___

8. STAFFING:  







 PM
NM
FM

a. EOR appointment orders and certificates of training on file

 ___
___
___

9. COMPLAINT PROCESSING


(CIRCLE ONE)

a. Process formal complaint IAW AR 600-20



PM
NM
FM 

b. Process informal complaint IAW AR 600-20 and Commander’s

Instructions.







PM
NM
FM

10. AFFIRMATIVE ACTION PLAN (AAP)



PM
NM
FM

a. Are realistic goals identified?





___
___
___

b. Are proponents identified?





___
___
___

c. Is AAP reviewed annually?





___
___
___

11. EO EDUCATION/TRAINING





PM
NM
FM

a. Is EO quarterly training on training schedule?


___
___
___






PM
NM
FM

b. Is sexual harassment training conducted semi-annually?

___
___
___

c. Is an attendance roster maintained?




___
___
___

d. Do the CDR and 1SG attend and participate in EO training?

___
___
___

e. Is Consideration of Others training scheduled/conducted?

___
___
___

12. COMMAND CLIMATE SURVEY




PM
NM
FM

a. Was a Command Climate Survey conducted within 90 day of the

Commander’s assumption of command?



___
___
___

b. Was a follow up CCS conducted within 12 months of the initial

CCS by the same Commander?




___
___
___

13.  OVERALL RATING: 

Partially Met

Not Met
Fully Met   (circle one)

REMARKS:_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

14.  POINT OF CONTACT:  Equal Opportunity Office NCOIC, 545-6665/3198.
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