EEO - COUNSELOR CHECKLIST OF REQUIRED ACTIONS

1. Contact EEO Office ASAP after initial contact with an aggrieved person, Complete DA-7509 Information Inquiry Summary and provide a copy to the EEO office.  If EEO receives the initial contact, the EEO Office will furnish a completed DA-7509 to counselor upon assigning case.

2. If person intends to use the EEO process, conduct a thorough precomplaint intake (DA 7510).  When assigned a case, contact aggrieved within 3 working days and conduct the precomplaint intake.  Fill our DA-7510 EEO Counselor’s Report while conducting the inquiry.

a.  Explain counselor’s role

b.  Explain complaint process and give aggrieved the following

· 2-1 Steps in an Individual Complaint of Discrimination (must get signature)

· 2-2 Theories in Discrimination

· 2-3 USARAK Mediate Program

c.  Advise aggrieved of rights and responsibilities.  

· Present aggrieved with 2-4 Aggrieved Person’s Rights and Responsibilities (must get signature).  Keep original and give copy to aggrieved.

· Present aggrieved with 2-5 Privacy Act Notice (must get signature)

3. Consult with EEO office regarding whether mediation is appropriate for the case.  If deemed appropriate, present aggrieved with 3-1 Offer to Mediate.  If mediation is chosen, get aggrieved and management’s signature on 3-2 Agreement to Mediate and notify EEO.  Complete block IX and X of DA-7510.  If traditional counseling is elected, continue inquiry.

4.
Conduct inquiry to determine:

· If discriminatory act occurred more than 45 days before initial contact.

· If act has actually occurred or is proposed (has aggrieved received official notice).

· Documents to review and request from CPAC.  Complete form 4-1 Authorization to Receive Documents.

· Identify management official(s) and witness(es)

· The relief sought.

5.
Notify witnesses of their right (5-1 Witness Participation in Complaint Processing and 

      5-2 Privacy Act Notice) and make appointment.  

6.  Create questions for individual interviews using the 6-1 Interview Format 

7.
Maintain record of interviews and time spent on the case and complete 7-1 Precomplaint Counseling Expense Sheet.

8.
Complete informal inquiry within 30 days after initial contact.  In rare cases when counseling cannot be completed, aggrieved may approve an extension by signing 8-1 Agreement to Extend Counseling.

9.
Keep EEO Office informed of status by providing verbal reports on a weekly basis.

10.
Terminate counseling when inquiry is complete by arranging a Final Interview.  Counseling is terminated in one of two ways.

· A Negotiated Settlement Agreement is coordinated with SJA and signed by aggrieved (10-1 Negotiated Settlement Agreement Pre/Formal Complaints) or
· Aggrieved is issued 10-2 Notice of Right to File After Counseling (must get signature) and given DA-2590 Formal Complaint of Discrimination.  This is called the FINAL INTERVIEW and must be conducted in person or mailed with certified return receipt.

11.
Notify the EEO Office when the counseling is terminated. 

12.  Finalize the DA-7510 EEO Counselor Report.  Tab the report (12-1 Table of Contents) separating by inserting a piece of colored paper.  Send packet including all documents to the EEO Office NLT three (3) calendar days after terminating counseling.
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