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This manual contains the course material designed to

prepare equal employsent opportunity counselors to informally resolve
complaints of discrimination. The principal focus of the course is on
techniques of counseling, which are taught through lecture and
role-play sessions simulating actual coamplaint situations. At the end
of the course, participants will be adble to explain the
discrimination complaint process and describe their role as FEO
counselors. They will also have the beginning skills necessary to
conduct interviews, gather information pertinent to the complaint and
inforeally resolve the complaint. (Author/PC)
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COURSE OBJECTIVES:

This course is designed to prepare EEQ Counselors to
informally resolve complaints of discrimination. The
principal focus of the course is on techniques of

counseling, taught through lecture and role-play sessions .

which simulate actual complaint situations.

Specifically, at the end of the course participants
will be able to:

0 explain the discrimination complaint process
0 describe their role as EEQO Counselors

and will have the beginning skills necessary for them to:

0 conduct interviews
0 gather information pertinent to the complaint
0 informally resolve the complaint

ERIC
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COURSE AGENDA

PROGRAM OBJECTIVES AND INTRODUCTIONS

TEST

DUTIES AND RESPONSIBILITIES OF THE EEO COUNSELOR
DEALING WITH SOME TYPICAL ISSUES

THE COUNSELING INTERVIEW

PRACTICE COUNSELING EXERCISES

DEVELOPING A STRATEGY FOR INFORMAL RESOLUTION
LEE GREEN CASE -- A RUN THROUGH

ANTICIPATING AND DEALING WITH PROBLEMS

©
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Public Ia %%.261
92nd Congre f« R, 1746
March ¢ , 1972

mg“ -0 STAT, 203

Te further promote equal employment opportunities ror American workers
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“NONDISCRIMINATION IN PEDERAL GOVERNNENT EMPLOYMENT
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canta for emptoyment o wiEh remand g affecaloyees or apll

¢ shall be made free
Any.dindmimﬁonhudmmcmrmmormﬁmﬂ

H%b)E otherwise provided in this subsection, il Serv. Enf ont

e ia%‘&..n havs sthoriy to anfore the t:;.g;‘&.,.,. mx:s:;:a '

on through appropriate remedies, includ natatement regulations,
crhiﬁngofmp.eh{mmthormmm s &8 will effectuate the

policéuofthk kix?,nndlhsuim?:‘ftm orders
s dmm to out
?‘n?mmmmhmm&’ rvice Commimsion

“(1) be responsible for the annual review and approval of a Neticnal and

national and regional ¢t fonal plan,
each depa mﬂﬂlmhym oppomigtphnwm regicnal p

eacha riate fo anmal review,
in subsection (a) of this section shall Submis In order 1o e ir s
afirmati portunity for all

&mﬂ&mlﬁaqﬂu%%?

W
»




Attachment to BTN. NO. 713223  {2) BEST COPY AVAILABLE

Pregress "encrms, “ez) b respensiide for the review and evialuation of the opers

putltcation,

Lt mrtan of
o

a thority.

42 +'SC 200Ce
nete.

Arte, p. 104,

78 Stat, 259.
42 USC 2000e~
5.

uUse prec,
title 1.

tion of all agency equal ensployment apportiinty programs, pen.
olicnliy oltaining and prubliching (on at least a semiannnal baxisy
progniss reports from each such department. agency. or tunit ; and
“{3) conwlt with and solicit the reenmmendations of intereste. |
tndividuale, gronp=, and nrganizations relating to eeqal cmploy
nient appartumty.
The head of encti such departinent, agewey, or unit chall canply with
such rules, regntusions, orders, aml instructions which shalt include o
provision thai an employee or apphicant for employment shall he
notificd of any final action taken on any complaint of disrimination
tiled by him thereunder. The ‘(’\;:n submitted by cach depmrtment,
agency, and unit chall include, but not he limited to—
“(1) provision for the estahlishment of training and education
programs de:z:n«l to provide a maximnm opportunity for
mhym to advance 50 as to perform at their hi potential;

“(2) »description of the qualifications in terms of training and
experience relating to equa emg!oymm opportunity for the
principal and oﬁrting cinls of each such department, ageney.
or unit responsible for carrying ant the equal employment nppor-
tuaity pmgnm and of the allacation of persnnttel and re-onpee-
propesed by such department, agency, or unit to carry ont its
equal empioyment opportunity lpmgmm.

With respect to employment in the Library of Cangres, authoritio
granted in this subscction ta the Civil Service Commission shall be
exercised by the Librarian of Congress. ]

“(e) Within thirty days of receipt of notice of finnl actinn taken by
a a&nnmmt, agency, or unit referred to in subsection 717(a), or by
the Ciril Service Commission upon an appeal from a derision or order
of such department, agency, or nnit on n complaint of discrimination

on race, color, religion, sex or nationat origin, branght puriant
to subsection (r) of this sectinn, Executive Order 11478 or any sue.
ceeding Executive orders, or after one hundred and eighty duys from
the filing of the initinl charge with the department, agency, nr unit
or with the Civil Service Commission on appen! from = decixion or
order of such department, agency, or unit until such time as final
action niay be taken by a rtment, agency, or unit, an employee or
appli..int for employment, if aggrieved by the final disporirion af hie
compinint, or by the failure to tnke final action an his complaing, may
file & civil action as provided in section 708, in which civil action the
mtlw department, agency, or unit, as appropriate, shall he the

nt.

“‘d) The m'o\'mom of section 708 (f) thmugh (k). as .lppﬁﬂlhk‘.
shall govern civil actions hrought heeunder.

“(e) Nothing contained in this Act shal! zelieve any Geonermuent
agency ar nﬂ'erﬂi of its or his primary responsibility to ncsure non-
discrimination in employment as required by the Condtitution aml
statutes or of its or his responsibilities under Executive Order 11878
relating to equal emplovment opportnnity in the Federal Government.”
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OPPOITUNITY

by irving Kator, Asst. Executive Director. Civil Service Commission

ON MARCH 24, 1972, President Nixon signed
Public Law 92 261, which among other things,
places Federal employees and agencies under the Civil
Rights Act of 1964, av amended. For the first time,
it gives the Civil Service Commision statutory author-
ity to see that all personnel actions in the Federal
Gaovernment are not only free from discrimination, but
are actively and aftirmativelv oricnted toward equality
of opportunity.

The act represents the culmmation of many years of
work by cival rights groups, various committees of Con-
gress, and the executive branch. It was supported
steongly by the President and the Admunistration as it
worked its way through Congress, and the Civil Serv-
ice Commission worked clonely with the committees of
the Congress in the development of the legislation as it
affects Federal employees.

fts nume—the Equal Employment Opportunity Act
of 1972

A clue to its intent » the fact that until shortly be-
fore passage by the Congress, it was called the Equal
Employment Opportunity Enforcement Act of 1972,

But there should be no illusion that the name that
finally emerged means that enforcement will he more
rhetoric than reality. The ac! opens up new avenues
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for enforcement, and they are broad avenues, capable
of accommaodating heavy tratlic if they must. And for
Federal employment it places responsthility for en-
forcement squarely on the Civil Service Commuission.

The act goes far heyond enforcement alone as re-
Lated to the Federal Government, It reguires substan-
tially more affirmative action on the part of agencies,
and substantisily more moenitoring 5f such action by
the (ommission.

In short, while the total integration of equal em-
plovment opportunity into every aspect of personnel
policy and practice in the selection, placement, train.
ing. and advancement of civilian employees of the
Federal Government remains an administrative com-
mutment, it is now also the law of the land.

Where such integration is found t> be falling short.
and when an agency permits a situation that needs
correction, the Commusion now has additional author-
ity to correct matters “through appropriate remedies.”

These remedies may be reinstatement or hiring with
or without back pay—a new authority granted the
Comtaission. Long-standing. of course, is the authority
under Executive order to issue such rules, regulations,
and instructions in this area as are deemed necessary.
The head of each agency is now obligated by statute

CIVIL SERVICE JOURNAL 1



to comply with such orders and instructions.

Furthermore, Federal employees who allege diserim-
ination Jased an race, color, religion, sex, or national
origin have guatanteed access to the courts if they are
not satisfied with the final action taken on their com-
plaints by an agency or by the Commission's Board
of Appeals and Review.

Effective the day it was signed, the act ushers in a
new era for the Federal program. We call it third gen-
eration equal employment opportunity because it rep-
resents the third distinct phase in the evolution of equal
employment opportunity in the Federal Government.

FIRST GENERATION EEO

Historical perspective makes these phases percept-
ible. Although Article VI of the Constitution prohib-

ited religious discrimination in filling “any office or
public trust under the United States,” and the Civil
Service Act of 1883 substituted merit for politics and
other nonmerit factors as the measure for Federal em-
plosment, the principle hat public employment could
not he demied for reasons of race, creed, or color was
first stated by the executive branch in Executive Order
8587 in 1940. This order amended the Civil Service
Rules to prohibit discrimination on the basis of race.
It was followed closely by the Ramspeck Act barring
discrimination in the Federal service on the basis of
race, creed. or color. (Sex was not added to nondis-
crimination language until 1967.)

Each Pre.i.ent beginning with President Roosevelt
in 1940 issucd Executive orders aimed at eliminating
discrimination in Federai employment. These orders
issued over a pertod of 1§ years set up various Boards
and Committees assigned to implement this Federal
poticy. The policy emphasis, however, was on non-
discrimination, and the program remained passive.

Thus in a succession of administrative actions de-
signed to promote fair treatment in the Federal job
market, agencies were told not so much what they
should or must do, but rather what they could net do.

‘This was first generation cqual employment oppor-
tunity.

TRANSITION

The transition from a passive program to a posi-
tive one was gradual.

in 1955, President Eisenhower’s Executive Order
10450 proclaimed “it is the policy of the United States
Government that equat opportunity be aforded all
qualified persons, consistent with law. for employment
in the Federal Government.™

“Equatl opportunity” had surfaced. The long, sweep-
ing curve that was to shift the prwram's direction had
begun, and the concept of “affirmative action™ was on
the horizon.

2

SECOND GENERATION—~
AFFIRMATIVE ACTION

The concept of “affirmative action™ was introduced
in 1961 with President Kennedy's Executive Order
10925, which directed "positive measures for the elim-
ination of any discrimination, ditect or indirect. which
now exists.”

This marked the birth of the second generation in
the evolution of equal employment opportunity efforts
in the Federal service. It was nurtured through its
formative years in the Kennedy-Johnson era and
brought to maturity in the Nixon administration.

President Johnson's Executive Order 11246 in 1965
brought the significant change of putting responsibility
for Government-wide guidance and leadership under
the Civil Service Commission—for the first time plac-
ing equal employment opportunity n the mainstream
of Federal personnel administration.

Although the Kennedy-Johnson -rders placed upon
agencies the responsibility for active efforts to assure
equal opportunity. the orders did not address them-
selves to the specifics of affirmative action or to the
problems of upward mobility of lower level employees.
President Johnson's E.O. 11375 of 1967 added sex for
the first time as a prohidbited form of discrimination.

EXECUTIVE ORDER 11478

Soon after he took office in 1969, President Nixon
asked the Commission to study the Federal EEO pro-
gram and to recommend improvements. The result was
Executive Order 11478, issued August 9, 1969,

It was much stronger than preceding orders and
hrought second generation EEQ efforts to maturity. It
made the following significant changes:

e For the first time it made clear that equal em-
ployment opportunity “applies to and must be an in-
tegral part of every aspect of personnel policy and
practice in the employment, development, advance-
ment, and treatment of civilian employees of the Fed-
eral Gavernment.”

o It emphasized upward mobility so that underuti-
tized employees with ahility to advance could receive
training and experience that wouid help them compete
for more responsible jobs.

o It spelied out specifically the steps which consti-
tute “affirmative action.”

e And it made @ clear distinction between equal
opportunity efforts for all persons and manpower
training programs in Federal agencies to employ and
assist the disadvantaged.

This total integration of personnel management and
equal employment opportunity meant that the person-
nel system must reflect equal opportunity at every
step—in initial hiring. promotion, evaluation, awards,
training—~—in short, across the full gamut of personnel
administration. It meant, too, that the Civil Service

CIVIL SERVICE JOURNAL



Commission, the a.ency with  overall authority  for
personnel  manage:ent. is abw responsible for equal
cmplosment opsotiimty, and the twe functions are
untfied rather thae being individual efforts traveling
separate patha,

PROGRESS AND RESULTTS

The kev to measuring the effectiveness of affrma-
tive action programs is, of coure, resuits. The Feders)
cqutal emplovment opportunits program has been mov-
ing in the right direction. Minorities not only hold
significant pumbers of positions, they have moved and
are continuing to move up the pay scale.

Minority  enplovment  continties to inerease at all
but the lowest lewels, with totsl nusority  representa.
ton now standing at 148 percent of the work forge,
From 1967 1o 1971, for example. minority employment
it all pay schedules increised by 6,080 positions while
total Foederal employment Jdecreased by 48,169,

The Latest surves - data as of November 30, 1971~
shows that the number of nunorits group Americans
in better paving job in the Federal Government in-
creased significantly. Minorities now hold 152 percent
of Genergl Schedule positiona— 28 percent. GS | 4
IR percent. GS § 8 8.9 percent. GS 9 11 5.2 percent,
GS 12 13, 42 pereent, GS 12 1S, and 2.8 percent,
GS 16 18—-all texcept GS | &) up from 1970,

The surver alve revealed thit minority employvees
are moving inte the muddle and higher grade levels at
a faster rate than non-minority emplovees. The chart
pells aut just how much faster. Thic is a result of
cfforts which the Commission and agencies are making
weoawure upward maobhility into hetter jobs, many of
them in profosiona! and admimistrative fields.

(her one third of the Federal work force now s
mace up of women. At the higher grade levels of the
Federal service, GS 13 and anme, close to 3000
women have been added to the rolls since 1966,

November 1971 lata for the fargest Federal agencies
show an increine n the number of women in mid-evel
positions on' their way up the career ladder. While
women held onty 20.7 percent of all jobs at grades
GS 7 through 12 in 1970, they accounted for SO per-
cent of the total increase in jobs at these grade levels
from November 1970 10 November 1970, This is
7.000 jobs out of the increase of 14,000 at these grade
levels.

A recent development i the use by Federal agencies
of numerical goal and timetables for minority employ-
ment. Goals are alwo applicable to women. This man-
agement concept is encouraged by the Commission as
weful in contributing through merit <taffing toward
the resoluion of eyual employment problem areas
within agencies.

The goals. which <hould be closely related to antic-

July September 1970
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Percentage Increase or Decrease in the Number of
Minority Group and Non-Minority Emplovees Be-
tween November 1970 ang November 1973 by
Grade Grouping

Percent
Change

40

23.8~

10

s 1-4 5-8 9-11 12-13 14-1% 16-18

LEGEND
M vinority
AN Non-Minority

General Schedule and Similar Grade Groupings

tn those Generat Schedule and similar grade groupings
where both nunority and non-minority employment in-
creased, gains by nunority group Federal employees
occurred at faster rates than those for non-minority
employees. On November 30, 1971, there were 7,181
more minonty group employees in grades 5-8 than
on November 30, 1970, 2,204 more in grades 9-11,
1.337 more in grades 12-13, 549 more in grades

QAS, and 31 more in grades 16-18. )
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ipated job opportunities and to skiils available in the
recruiting area, can serve to stimulate affirmative action
and progress within the ment framework in particular
organizations, grade levels, or occupational fields.

THRIRD GENERATION EEO-—ENFORCEMENT

We have seen the program develop and change direc-
tion from nondiscrimination to emphasis on positive,
steadily strengthened aflirmative action to get meastr-
able resuits within merit principles.

‘Now we have entered a new cra—an era where
equal employment opportunity and affirmative action
are no longer matters of executive-branch policy alone.
They are the faw.

We have come to third generation equal employment
opportunity: a strong affirmative action program, totally
integrated into personne! management, and enforce-

ment—all supported by statutory authority.
Let's fook at the new provisions on the books.

COVERAGE

The law states that all personnel actions affecting
employees or applicants for employment “shall be
made free from any discrimination based on race,
creed, color, religion, sex, or national origin." The de-
partments and agencies covered by the law are the
same as those covered by E.O. 11478 angd include the
U.S. Postal Service and the Postal Rate Commission.

something about them.

Make no mistake. The Congress wants compliance,
The Commission wants compliance. “Business as
usual” will not suffice. This goes for both sides of the
coin, whether its a manager playing the “quota”

- game. or a supervisor paying only lip service to the
Federat EEO program.

The act states very clearly that “nothing contained
in this act shall relieve any Government agency or
official of its or his primary responsibility to assure
nondiscrimination in employment as required by the
Constitution and statutes or of its or his responsibilities
under Executive Order 11478 relating to equal em-
ployment opportunity in the Federal Govermmeni."

ACTION PLANS

While each department and agency has been re-
quired by the Commission to submit an annual EEO
action plan for review, the act requires that the Com-
mission be responsible for an annual review and ap-
proval of national and regional EEO action plans. It
is now a legal obligation for the Commission to review
each agency's plan and give formal approval before
its implementation.

Regional action plans are brand new. They offer
the opportunity for a close look st an individual instal-
lation's affirmative action plans, i's problems, and its
progress. We propose to tailor regional plans to an

The Library of Congress is also included but enforce-
ment is made the responsibility of the Librarian.

For all other offices covered, the Civil Service Com-
mission has authority for enforcement and may order
whatever remedies are appropriate, including reinstate-
ment of hiring of employees with or without back pay.

Regulations have been developed for assuring en-
forcement, including the award of back pay as a remedy
in findings of discrimination.

On-site evaluations will be stepped up and collection
and analysis of data on minorities and women expanded
to help us and agencies identify problem areas and do

4 I
7.

agency's own organizational structure. This is an im-
portant step in decentralization and will permit us to
home in on particular problem areas. CSC regional
offices will review regional plans. OQur ADP capability
will be enhanced so we can look with some particular-
ity at field installations, as well as at an agency's over-
all picture.

Statistics are important indicators of management
action. We plan to use the:a to the hilt.

By law, action plans must now include, but are not
limited to:

(1) Provisions for the establishment of training and

CiVIL SERVICE JOURNAL



education programs designed to provide a maximum
opportunity for employees to advance so as to perform
at their highest potential. We have revised our action
plan guidetines accordingly and we will teview agency
actions against our instructions.

t2) A description of the qualifications, in terms of
traming and experience, of “principal and operating
officials™ and agency personnel and resources devoted
to equal employment opportunity. New standards have
been developed for equal employment opportunity
officials and agency personnel will be required to meet
such stundards. The adequacy of the number of per-
som assigned to EEO. and of the other resources
agencies are devoting to their equal employment activ-
ities, will be a part of the action plan reviews now
made by the Commission. The job required by law
cannot be accomplished without resorrces and it will
be the obligation of each agency to supply the neces-
sary staff and resources.

MONITORING

The Commission is now responsible for reviewing
and evaluating the operation of all agency equal em-
ployment opportunity programs. It is also required to
obtain and publish progress reports on all of them at
least semiannually. Agency employment reports of mi-
norities and women must be sufficiently comprehen.
sive to comply with the legal requirement which calls
for semiannual reports. Agencies will be required. in
addition, to provide narrative program activty reports,

On-site evaluation wilt be the prime method for
monitoring problems and progress. For the first time.
the equal emplovment programs in major agencies wifl
be reviewed on an annual cvcle, including headquarters
as well as a ampling of field installations.

ACCESS TO THE COURTS

Within 0 days after receipt of notice of final action
taken by an agency or by the Commission’s Board of
Appeals and Review, un employee or applicant for
emplovment who has alleged discrimination based on
race. color. rehgion. sex. or national origin, if he (or
she) i dissatisfied with final action, may file a civil
action in court, naming the head of the employing
agency as defendant. Also. 2 complainant may file a
civil suit tf final action on the complaint is not taken
by the agencv within 180 days of filing, or by the
Commission's Board of Appeals and Review within
180 days of an appeal from an agency decision. The
Commission will assst agencies in meeting their dead-
lines on final action complaint decisions by providing
Commission investigators, on request. on a reimburs-
able basis. Also. we will monitor agency complaint
processing closely to prevent backlogs and bottlenecks
and will continue as under present regulations to pro-
vide independent third-party appeals examiners to hold
hearings in complaint cases.

July- September 1972

Once a civil action is filed, the court, if it deems
it just, may appoint an attorney for the complainant,
and waive payment of fees, costs, or security. A judge
will be assigned to hear the case at the earliest practic-
able date. tf the court finds that the agency has in-
teationally engaged in an unlawful employment prac-
tice, it may cnjoin the agency head from such practice
amd order such corrective action as it deems appro-
priate—including reinstatement or hiring, with or with-
out back pav.

The Conumssion is well aware of the implications
of this provision of the act, hut we do not foresee it as
sending a steady stream of grievants to the courts. We
welcome it as an opportunity to have the decisions
in discrimination cases measured by the courts as to
their fairness.

To he sure, guaranteed access to the courts and
buck pay possibilities may possibly mean a heavier
volume of court cases than we have witnessed before.
This will chaillenge the quality of administrative hand-
ling of complaint cases. and may well—as the legisla-
tion means it to—impiove it where improvement is
needed.

We do foresce the development of a body of legal
precedent which will need to be followed by Fed-
eral appeals examiners handling discrimination com-
plaiats,

IN SUMMARY

Equal employment opportunity in the Federal serv-
ive now has a clear, specific. and positive statutory
charter. It has come a fong way but still has a distance
to go.

Discrimination is not just the malicious intent of
individuals, It may be systemic. Our job is to see
that it docs not appear in any Federal merit proce-
dures. To assure this. all aspects of our systems for
the recruitment and selection of employees will under-
go intensive review,

Sohd progress in the employment of minority group
persons and women has heen made, and it is a cliche
to say that more iv needed. But unti! the Federal
Government has a better representation of all groups,
including women, throughout the grade structure and
in policy-muking positions. further progress will be
needed. And it will come with continued emphasis on
merit principles, not their abandonment. Under true
merit principies, it's the man or the woman as meas-
ured against the job that counts, mat irrelevant factors
of race, religion, sex, or national origin. And it will
come, not on a compensatory hasis because of past
disadvantage and discrimination, but on the basis of
the ability of minority group persons and women to
compete with all comers under a fair employment
system based on merit.

#
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U. S. CIVIL SERVICE COMMISSION

ELEMENTS OF AN AFFIRMATIVE ACTION
PROGRAM FOR EQUAL EMPLOYMENT OPPORTUNITY

Outlined below are the elements which comprise a comprehensive program
of equal employment opportunity. These elements are based on the
specific requirements of Executive Order 11478 and the Equal Employment
Opportunity Act of 1972 (P.L. 92-261), and are elaborated on in
Commission instructions to agencies on the development and submission
of equal employment opportunity plans.

1. Adequate and competent staff and dollar resources
throughout the organization to assure administration
and implementation of a results-oriented program of
equal emplioyment opportunity which is involved in
every aspect of personnel management policy and
practice.

2. Recruitment activities designed to reach and attract job
candidates from all segments of the population. Where
appropriate, these activities are tailored to improve
their effectiveness amor i members of specific groups.

3. Full identification and utilization of the present skills
of employees on the rolls, facilitating movement through
job restructuring techniques, establishment of trainee
positions, and assuring that qualifications require-
ments are realistic in terms of the jobs to be done.

4. Opportunities for employees to enhance their skills,
perform at their highest potential, and advance in
accordance with their abilities and the availability
of opportunities. These efforts include program; of
career counseling and planning, training and education,
job analysis and redesign, and elimination of any
unnecessary barriers to upward mobility.

5. Encouragement of EEQ program understanding and support
by supervisors and managers through practical training
and advice, effective use of incentive systems, and
evaluating supervisory and managerial performance in
the EEOQ area.

6. Managerial support for and participation in community
efforts to improve conditions--such as housing, trans-
portation and education--which affect employability.
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7. Systematic evaluation of EEQ program progress,
identification of problem areas and assessment of
the effectiveness of program activities.

8. Systems providing for the informal resolution of
EEO0 related employment problems wherever possible, and
for prompt, fair, and impartial consideration of formal
complaints of discrimination in any aspect of employment.

9. Special programs to provide employment and training
opportunities for the economicaily and educationally
disadvantaged.

*kk

The areas outlined above are essential elements for equal employment
opportunity programs in all agencies. In addition, affirmative action
from the Civil Service Commission's EEQ program management standpuint
includes a continuing review of all employment procedures, tests and
other selection devices, etc., to assure they are job-related and to
eliminate any artificial or unnecessary barriers to the employment

and advancement of members of any groups, and to promote equal
opportunity for all persons to compete on the basis of merit.

The Commission monitors agency implementation of the full range of
affirmative action activities, and assures compliance with equal
employment opportunity Taw and regulation through review of agency
EEO0 plans, on-site evaluation of agency programs, and analysis of
statistical data on the employment of minorities and women.

Qa.i-
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STIPULATIONS OF

THe EEO ACT OF 1972 P.L. 92-261

FEDERAL AGENCIES COVERED UNDER CIVIL RIGHTS ACT

- Not as "Employers"

- Requires "Personnel Actions" To Be Free From
Discrimination

- Coverage Same as E. 0. 11478

REQUIREMENTS ON AGENCIES

- Non-Discrimination
- Affirmative Action
- Submit Action Plans

0 National
0 Regional
- Plans Required to Include:
0 Training and Education Programs
0 Qualifications of Principal EEQ Officials
0 Allocation of Personnel and Resources
- Submit Reports

- Notify Complainant of Final Action
- Comply with CSC Instructions

REQUIREMENTS ON CSC

- Review and Approve National and Regional EED
Action Plans Annually ‘

10.
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Determine Plan Content

Define Regional Plans

Monitor Agency Progress

Publish Semi-Annual Progress Reports
Consult with Interested Groups
Enforce the Act

ENFORCEMENT
- (SC Given Broad Authority to Enforce

0 Includes reinstatement or hiring
0 With or without back pay

0 Other corrective action

0 On complaint or evaluation

COMPLAINTS AND CIVIL ACTIONS

FPM 713 Procedures Remain in Effect
Access to Courts:

0 Within 30 days after final action by agency or
by CSC on appeal
After 180 days from filing of initfal charge with
agency or 180 days from filing of appeal with Bar
Agency head defendant
Expedited court procedures
Court may enjoin or order affirmative action

OO0 O

CSC IMPLEMENTING ACTIONS
- Strengthened Program Direction

0 Headquarters
0 Field

Stepped Up Evaluation Program
~ Expanded Minority Data Collection and Analysis
System

0 Pinpoint problem areas by locations and installations

102
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NOTICES TO EMPLOYEES OF THE RIGHTS, OBLIGATIONS, AND BENEFITS
THAT ACCRUE TO THEM AS MEMBERS OF THE FEDERAL WORK FORCE.

Agencies are required to issue annually notices:

1. Reminding employees to bring up to date, information in their
records concerning experience, education, and training for
consideration for merit promotion.

Reference: FPM chapter 335, section 1-5b.

2. Informing employees about the merit promotion program and its

objectives.
Reference: FPM chapter 335, section 5-2(2).

Other Information To Be Given Employees

Agencies are also required to issue appropriate notices:

1. Informing employees and recognized employee organizations of the
affirmative equal employment opportunity program and the regulations
governing the program.

References: FPM chapter 713, sections 2-4d and 2-7a, and civil
service regulations 713.203(i) and 713.204(e) and (fs.

2. Advising employees of their appeal rights in allegedly discrim-
fnatory employment practices.

References: FPM chapter 713, section 2-7; and appendix B of that
chapter.

3. Informing employees of their right to form, join, and participate in
the management of labor organizations of Federal employees freely and
without fear of penalties or reprisals.

Reference: Executive Order 11491, as amended; section 1(a).

4. Informing employees of the rights and benefits they retaih when
they transfer temporarily to international organizations.
Reference: FPM chapter 353, appendix A, section A-lc.

5. Explaining to employees their rights and obligations when they
enter military duty, either active or inactive.
Reference: FPM chapter 353, appendix A, section A-icC.

6. Informing employees of their responsibilities in preserving their
rights and benefits as Federal employees before they take assignments
with State or local governments.

Reference: FPM chapter 334, subchapter 2, section 2-1b.

7. Informing employees about permitted and prohibited political

activity.
Referehce: Title 5 of the United States Ccoe, subchapter III of
chapter 73; and civil service rule 4.1.

11.
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PROCEDURES FOR PROCESSING COMPLAINTS OF DISCRIMINATION BASED ON
RACE, X, RELIGION, SEX, OR NATIONAL ORIGIN

1. EMPLOYEE or APPLICANT contacts EEQ COUNSELOR within 30 calendar days of

alleged discriminatory action. COUNSELOR has 21 calendar days to attempt
informal resolution.

If final courseling interview is not completed in 21 days, COUNSELOR
must on 21st day give written notice of right to file complaint any
time up to 15 calendar days after final interview.

2. If informal resolution fails, EMPLOYEE may file formal complaint with
DIRECTOR OF EEQ, AGENCY HEAD, INSTALLATION HEAD, EEQ OFFICER, FWPC
within 15 calendar days of final interview with COUNSELOR.

3. EEO OFFICER advises DIRECTOR OF EEQ, who assigns INVESTIGATOR from
jurisdiction of agency other than that in which complaint arose.

4. Investigation conducted; COMPLAINANT given copy of investigative file.
EEO OFFICER provides opportunity for informal adjustment.

5. If adjustment not made, EEQ OFFICER notifies COMPLAINANT in writing
(1) proposed disposition, (2) right to hearing and decision by
AGENCY HEAD, and (3) of right to decision by AGENCY HEAD without a
hearing.

6. If COMPLAINANT does not reply within 15 calendar days, EEQ OFFICER
may adopt proposed disposition as decision of the agency, providing
he has been delegated this authority. Otherwise, complaint is
forwarded to AGENCY HEAD (or his designee) for agency decision.
Upon receipt of decision, EMPLOYEE may appeal this decision or any
final decision within 15 days to CSC or may file a civil action in
an appropriate U. S. District Court within 30 days.

7. 1f COMPLAINANT asks for hearing, agency requests CSC to assign
complaints EXAMINER, who must be from agency other than that in
which complaint arose.

8. COMPLAINTS EXAMINER reviews file; remands complaint to agency if
further investigation necessary; schedules and conducts hearing.

9. Hearing recorded and transcribed verbatim. COMPLAINTS EXAMINER

makes findings, analysis, and recommended decision; forwards
these and complaint file to the AGENCY HEAD (or his designee).

12.
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10. HEAD OF AGENCY (or his designee) makes agency decision, based on
file, giving complainant copy of COMPLAINTS EXAMINER'S report.
Must give specific reasons for rejection or modification of
COMPLAINTS EXAMINER'S recommended decision in detail.

11. COMPLAINANT has right to appeal to CSC's BOARD OF APPEALS AND
REVIEW within 15 calendar days.

NOTE: I. COMPLAINANT has right to file civil action in an appropriate
U. §. District Court:

a&. within 30 calendar days of his receipt of
notice of final agency action on complaint

b, after 180 calendar days from date of filing

a complaint with agency if there has been
no decision

¢. within 30 calendar days of his receipt of
notice of final action taken by CSC on
complaint, or

d. after 180 calendar days from date of filing
an appeal with CSC if no CSC decision

Filing of a civil action does not end agency processing of a
complaint or CSC decision

ITX. The agency shall furnish CSC monthly reports on all complaints
pending within the agency. If an agency has not igsued a
decision or requested CSC to supply a complaints examiner
within 75 calendar days of the date a complaint was filed, CSC
may require special action or assume responsibility for the
complaint.

13. '
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THE NOTICE BELOW IS TO BE GIVEN TO THE PERSON COUNSELED AT
THE TIME OF THE FINAL INTERVIEW,

A copy of this notice should be kept by the Counselor. If a
complaint is filed, the copy should acrompany the Counselor's
report on his counseling activities, and be made a part of the
complaint file.

SAMPLE FORMAT

Subject: NOTICE OF FINAL INTERVIEW WITH EEQ COUNSELOR

From: EE0 Counselor DATE:
[Specific Installation]

To: Name of Person Counseled

This is notice that on the above date the final counseling
interview was held in connection with the matter ybu
presented to the EEQ Counselor.

If you believe you have been discriminated against on the
basis of race, color, religion, sex or national origin, you
have the right to file a COMPLAINT OF DISCRIMINATION WITHIN
15 CALENDAR DAYS AFTER RECEIPT OF THIS NOTICE.

The complaint must be in writing and may be filed in person
or by mail with the Director of Equal Employment Opportunity
[provide specific mailing address], or any of the following
officials authorized to receive discrimination complaints:

® Agency Head
[provide address]

Q

Installation Head
[provide address]

° EEO Officer
[provide address]

o

Federal Women's Program Coordinator
[provide address]

The complaint must be specific and must be limited to the
matters discussed with the EE0 Counselor.

14a.
ER\(Z
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NOTICE OF RIGHT T0 FILE A DISCRIMINATION COMPLAINT

A Copy of this notice should be kept by the Counselor. If

a complaint is filed, the copy should accompany the Counselor's
report on his counseling activities and made a part of the
complaint file. This notice should be given by the Counselor
to the person counseled 21 calendar days after the Counselor
was first contacted on the matter by tre employee or applicant.

SAMPLE [FORMAT

Subject: NOTICE OF RIGHT TO FILE A DISCRIMINATION COMPLAINT

From: EEO Counselor DATE:
[Specific Installation]

This is to inform you that although counseling on the matter you
brought to the attention of the EEQ Counselor has not been
completed, 21 calendar days have gone by since you first contacted
the Counselor and you are now entitled, if you want to do so, to
file a discrimination complaint if you believe you have been discri-
minated against on the basis of race, color, religion, sex or
national origin.

If you do not file a complaint at this time, counseling wili
continue and your right to file a complaint will also continue
until 15 calendar days AFTER THE FINAL INTERVIEW with the
Counselor. The Counselor will inform you in writing when the
final counseling interview is conducted.

If you fite a comptaint, it must be in writing and be filed in

person or by mail with the Director of Equal Employment Opportunity
[provide specific mailing address], or any of the following officials
authorized to receive discrimination complaints:

o Agency Head
[provide address]

o Installation Head
{provide address])

o EEQ Officer
{provide address]

o Federal Women's Program Coordinator
[provide address]

The complaint must be specific and must be limited to the
matters discussed with the EE0 Counselor.

You will receive a notice of receipt of your discrimination
complaint from the Equal Employment Opportunity Officer.
. \: 14b.
Q
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FOR AGENCY USE
COMPLAINT CF DISCRIMNATION ¢ )
IN THE FEDERAL GOVERNMENTY
BECAUIE OF RACE, COLOR, RELICION, SEX, OR NATIONAL ORICIN
. ‘Ptm;_?g or Print)

1. WNAT 1§ YOUR ICOMPLAINANTY FULL NAME?® FN ]

CLUDING AREA CODR IF VOU
KNOW 1T+

YOUR STREET ADDRYT U (' & AD NUMBER ORPUET OFFICE BOX NUMBER) NOME PRONE:

*OUR CITY STATE P CODR WORK PNONE:

& WHICK FEDERAL OFFICE DO YOU BELIEVE INECRIMINATED 4. ARE YOU NOW NORKING FOR THE FECRAAL GOVERNMENT ¢
AGAINET YOU* (Prepare & sapartte Complaint lomn for sach YES (ANSWER A, B, C AND D BELOW.}
office afich you Delove diacriunated agamel you.) ] NO (CONTINUE wiTH QUESTION 5.3
A, NAME OF OFFICE SNICH YOU BELIEVE DIICRUMNATED A. NANE OF AGENCY WNERE YOU WORK:

AGAINGT YOM:
e o -
®. STREEY ADDREARS OF OFFICK: T, EYREEY ADDRLESS OF YOUR AGENCY:
C. city STATE It CODR C. CITY “SYATE e cook 1
0. NANE AND 170 E OF PERION(S! YOU BELIEVE DISCRIMK D WHAY 13 THE TITLE AND GNADE OF YOUR OB |
RATED AGAINST YOU iif you Mmow):

5. DATE ON WHICH NOSY & CHECK BELOW WNY YOU BELIEVE YOU BERE DISCRUNNATED AGAINST, BECAULE OF YOUR:
RECENRT AulEGED
DISCRININATION TOOK (3 RACE, 1F 30, BHOW YOUR RAGCE
PLACE: £ COoLOR. IF 5O, SNOW YOUR COLOR

3 RELI0ION, IF 50, 500W YOUR RELIGION
3 nwaTiONAL ORIQIN. 'F SO, SNOW YOUR NATIONAL ORIGIN
w0 Pre DAV vYRAR
l Q aex. 17 30, STATR YOUR S&X

% EXPLAIN HO® YOU BELIEVE YOU WERE DISCRIGNATED AGAINST (TREATED DIFPERENTLY FAOM OTNEN KUFLOVEES OR
ABPLICANTS: BECAUSE OF YOUR RACE, COLOR, RELIGION, BEX, OR NATIONAL ORIGIN. (You MY CORINUS PP RWeF G0 aneher
heet of papes i1 you naed mere apirca.)

0. 10) ! MAVE DUCUSIED MY CONPLAINT BITN AN EQUAL ENPLOYMENT | B, (a) NANE OF COUNAMELON:
OPPORTUNITY COUNSELOR (Se¢ Iatuchions):

ves Cine
9. WHAT CORRECTIVE ACTION ARE VOU SRERINGT

10, DATR OF TiE CONPLAINY 15, SION YOUR (COMML AISANT'R) NAME MERE:.

“MoNth l GAY l YEAR

. CIC FORM 096
SEE REVERSE SIDE OF FORM FOR INSTRUCTIONS. OECEMORR 072
5 §
T 14c¢.
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READ CAREFULLY

* Thus form shou: ! be used only 1t you. as an applicant for Federal employment or a Federal employee think you
have been discri. unated agamst because of race, color, religion, sex, or national ongin by a FEDERAL agency
and have presentud the matter tot informal resvlution to an Equal Employment O-portunsty Counselor within
30 calendar days . the date the mident vccutred o, of a persunnel action, withi 20 calendar days of sts effective
date.

* Your complaint must be fiied withen 1S calendar days of the date of your final interscw with the Equal Employ-
ment Opportumity Counsetor. If the matter has not been resolved to your stisfaction within 21 calendar days of
your first interview with the Equal Employment Opportunity Counselor and the final counseling it *#iew has
not been completed within that me, you have a nght to file a complaint at any time thereafter up to 15 days
after the final intesrview,

* These time linuts may de extended if you show that you were not notified of the time limits and were not
otherwise aware of them, or that you were prevented by ciscumstances beyond your control from submutting
the matter within the lime linuts, or for other reasons considered sufficient by the agency.

® If you need heip in the preparation of your complaint, you may contact the Equat Employment Opportunity
Officer or the Equal Employment Opportumity Counselos at the office where the alleged discrimination oc-
curved, of you may secure help from a representative of your choice.

* Yuut written complaint should be filed by you or by your designated representative with the Equal Employ-
ment Opportunity Officer whete the alleged ducnimunation occusred, the head of the field installation, the
agency’s Director of EEOQ, Federal Women's Program Coordinator, or cther such officials as the agency may
designate for that purpose.

® You may have a representative of your own choosing at all stages of the processing of your complaint.

* You wall have an opportunity to taik with an mvestigator and give him all the facts which you believe ghow
discrim. - ation. The iavestigator wall not be under the jurisdiction of the head of that part of the agency in which
the alleped discrimsnation took place.

¢ After the investigation of yous complaint has been compieted, you will be given a copy of the investigative file
and an at “empt will be made by the agency to adjust the matter,

® If your complamnt 15 not sdyusted satisfactorily, you will be grven an opportunity to request a hearing, which will
be conducted by an independent Complants Examuner certified by the Civil Service Commission. The heating will
be heid at a convement time and place. At the hesring, you may present witnesses and other evidence m your
behalf.

® The final decision (in wniting) will be made by the head of the agency or his designee. If 8 heaning was held on your
complant. the head of the agency or his designee will review the decision recommended by the Complaints Ex-
aminer before making a final decision, and he will fumish you with a transcript of the hearng, a copy of the find-
ings, analyns, and recommended decision of the Complamts Examiner, and the agency's decision letter.

® I you are not satisfied with the final agency decision, you have the right to appeal that decision within 15
calendar days afier recespt to the Board of Appeals and Review of the U.S. Civil Service Commission, Washingtuon,
D.C. 20415 or you may file 3 civil action in an sppropriate Federal District Court within 30 days of teceipt of the
agency’s decision. If you elect to file an appeal with the Commission, you may still file a civil action in a Federal
Drstrret Court within 30 days of the Commission's decision if yous are dissatisfied with the decision.

* You aiso may file a civil action in an appropriate Federal District Court if you have not received a final agency
decmon within 180 days of filing your complant with the agency or if you have not received a final Commission
decision wathin 180 days of filing your appeal with the Commission’s Board of Appeals and Review.

PLEASE FILL OUT THE OTHER SIDE OF THIS SHEET

14d.
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EEQO COUNSELING

Counseling is the first stage in the discrimination complaint
process. Counselors must try to resolve EEO-related problems informally
in a short period of time whenever possible. The EEO counselors
through interviews and inquiries attempt to resolve these problems in 21
calendar days or less.

EEQ Counselors must establish an open and sympathetic channel
through which employees may raise questions, discuss grievances, get
answers, and on an informal basis get resolutions of problems connected
with equal employment opportunity. Counselors serve as bridges between
employees and management and are responsible for trying to clear up
problems which are brought to their attention by employees. Counselors
discuss the employee's problems with the employee, and with the
employee's supervisors or associates, if necessary; discuss with the
emplioyee the issues of the case and try to find solutions to problems
where it is possible to do so.

EEO tounseling is available to all applicants and employees.

Men and women who feel they have been discriminated against because of
their race, color, retigion, sex, or national origin have equal access
to EE0 counseling whether or not they are members of a particular group.

Applicants for employment with the agency as well as employees
must discuss EEQ0-related problems with an EEO counselor before they may

file a complaint of discrimination.

18.
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DO YOU HAVE THE PERSONAL CHARACTERISTICS, KNOWLEDGE, AND ABILITIES
YOU NEED TO BE AN EFFECTIVE COUNSELOR?

_RATE_YOURSELF

A. PERSONAL CHARACTERISTICS
- Empathy
- Objectivity
- Perceptiveness
-  Resourcefulness
- Flexibility
- Stability
- Maturity
-  Personal commitment to promote equal job opportunity

for a1l persons

B. KNOWLEDGE

Familiarity with the basic goals of the civil rights and
equal opportunity movements

- Understanding of the particular employment probliems
of minority groups and women

- The general structure of the Federal personnel system,
including position classification, staffing, merit promotion,
performance evaluation, career development, employee rights
and responsibilities, grievance and appeals procedures

- Your own agency's procedures and ‘regulations that pertain
to personnel;

- The mission of your own agency and the general occupational

knowledge and skills required to perform the work associated
with the mission.

19.




C. ABILITIES

Ability to communicate effectively with persons of different
ages, races, sexes, national origins, and economic, cultural,
and educational backgrounds.

- Ability to communicate with persons of all levels, including
persons who hold key management positions in the organization.

- Ability to be sympathetic with the problems of employees, and
also gain the confidence of employees, supervisors, and
managers. '

- Ability to collect, assemble, and analyze a variety of
pertinent facts and opinions concerning controversial issues.

- Ability to exercise mature judgment under pressure and to retain
composure when exposed to personal criticism or emotional
outbursts.

- Ability to act objectively in developing pertinent information

to allow management to make a sound and just decision
towards the resolution of an EEQ complaint.

20‘




THE COUNSELOR AND THE EEO PROGRAM

Equal employment opportunity is the responsibility of the
manager. It is the manager who is ultimately responsible for the
success or failure of the program. The EEQ program must have the
personal involvement of the head of the office. Program
responsibility is shared, however, by every line manager and
supervisor in the organization.

The head of each Federal department and agency receives
staff assistance on the program from a Director of Equal Employment
Opportunity who assists and advises the agency head on the conduct
of an affirmative program of equal employment opportunity.
Organizational subdivisions within the agency are served by Equal
Employment Opportunity Officers who either are organizational
heads or who assist their organizational heads in impiementing an
effective and affirmative EEO program in their organizations,
including the handling of formal complaints of discrimination.

The Equal Employment Opportunity Counselor's role is vital.
His responsibilities dovetail with and are a natural extension of

those of the manager and the Equal Employment Opportunity Officer.

2.



THE COUNSELOR'S ROLE

Discussing Problems with Employees

EEQ counseling begins when an employee comes to the

counselor with a problem. Where walk-in counseling

is possible, the problem may be fully discussed when

the employee first contacts the counselor. In other INITIATING
COUNSELING

cases, the employee may contact the counselor and ask

to talk about the probiem at a particular time and

place, conwenient for the employee, for the first

counseling session. The counselor should tell the

employee of the right to have a representative present

at all counseling sessions, including the first one.

A single incident will generally be the immediate
cause for the employee to come to a counselor, but
the problem frequently will be the result of many
occurrences culminating in an incident which motivates
the employee to seek a remedy for the situation.

: TYPICAL ISSUES
Although the causes of employee problems are myriad,
the matters most frequently called to the attention
of counselors are failure to be promoted or to be
considered for promotion, failure to be selected for

training, disciplinary action, duty assignments or

harassment by supervisors or others.

22.



The counselor should listen sympathetically, attempt

to win the empioyee's confidence, and maintain an at-
mosphere which facilitates comunication. The counselor
should not stop the employee from talking about the
problem, even if the problem does not appear to be a
matter under the purview of the discrimination complaint
regulations. After the employee has explained the

problem, the counselor should determine what to do.

The counselor should assure the employee that his or
her identity will not be revealed without permission.
At the same time, the counselor should carefully
CONFIDENTIALITY
explain any limitations the obligation to withhold
the employee's identity might impose on the counselor

in the inquiry.

23'



PROBLEM IS
NOT WITHIN
PURVIEW

QUESTION
OF
PURVIEW

WITHIN PURVIEW

ERIC

Full Tt Provided by ERIC.

WHAT SHOULD AN EEC COUNSELOR DO IF . . .

If the probiem clearly does not involve an allega-
tion of discrimination based on race, color,
religion, sex, or national origin, the counselor
should direct the employee to proper channels for
resolution of the problem. If, for example, an
employee says that she was denied training because
she is physically handicapped, the counselor
should inform her of her right to pursue a
grievance under the agency grievance procedure,

and advise her where she can do so.

If the counselor is not sure whether the problem
is within the purview of the discrimination
complaint process, the counselor should check with

the EEO Officer before making inquiries.

If the problem clearly involves an allegation of
discrimination based on race, color, religion, sex,
or national origin, the counselor should discuss
the matter with the employee, make appropriate
inquiries and attempt to clear up the matter on

an informal basis.

24.



B. Making Inquiries

After the initial interview with the employee, the

counselor should determine what facts will be needed

to resolve the issues the employee raised during

the discussion of his problem. The counselor then

should attempt to gather these facts through

interviews with agency officials, supervisors, and

other employees, and through examination of pertinent gﬁ%ﬁERING

records, and instructional material.

The counselor's interviews with the employee's
supervisors, associates, and others should be con-
ducted informally without sworn testimony or exten-
sive documentation. These informal interviews and
record reviews should not be confused with the kind
of in-depth investigation that is described in
Investigating Complaints of Discrimination (Personnel

Methods Series Pamphlet No. 17) and made by a
trained investigator under the formal discrimination

complaint procedure.

The counselor should develop a good working relation-

WORKING
ship with the personnel office staff, since the RELATIONSHIP
WITH
personnel office contains many of the records and PERSONNEL

much of the information needed to resolve EEQ problems.

©
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C. Attempting Informal Resolution

When the counselor believes he or she has enough

information to resolve the problem equitably, the

counselor should suspend the inquiry and attempt

resolution by talking with the employee and INFORMAL
RESOLUTION

appropriate management officials, separately or

together. The counselor can talk with them together

only if the employee has given the counselor

permission. Otherwise, the counselor should choose

the course most likely to result in a satisfactory

resolution of the problem.

There is no set formula for the counselor to follow

in attempting a resolution. Any solution proposed

should be based on facts gathered in the inquiry,

and should be realistic. If the counselor suggests

action for management, it should be a sensible and

sound action that management can reasonably be RECORD OF
AGREEMENT

expected to implement. A counselor should not

suggest action which would violate Federal personnel

law, regulation, or policy. He or she should know the

provisions of any negotiated agreement. If management

agrees to some action, it is good practice for the

counselor to see that a written record is made of the

agreement and that a copy s provided for thé

employee as well as management. ¢ ,

26.
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The counselor should generally concentrate on

HELP FROM
resolving individual problems without help from EEQO
the organization's EEQ officer, but where appro-
priate he or she should ask for assistance in
obtaining records and in reaching a solution or
correcting a problem. When asking the EEQ
officer for help, the counselor should tell the
EEQ officer what has been learned in the inquiry
(revealing the employee's fdentity only when
permitted to do so) and be prepared to recommend

specific action.

D. Extension of Counseling and Right to File a Formal

Compizint

The time limit for counseling is 21 calendar days. EXTENSION OF
COUNSELING

After the 21 days, an employee is free to file a
formal complaint at any time up to 15 days after the
final counseling interview. If the counselor cannot
resolve the problem within 21 days, he or she must,

on the 21st day, notify the employee in writing of
the right to file a formal complaint. If the employee
decides not to file at this time, the counseling may
continue if the counselor thinks informal resolution

is still possible.

27.
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E. Terminating Counseling when Informal Resolution Fails

The counselor cannot resolve 211 problems. The

employee may not be satisfied with the counselor's

proposed resolution of the matter, or management

may not agree to the counselor's proposals. What- TERMINATING
COUNSELING

ever the bar to resolution, as soon as the counselor

is reasonably certain that the problem cannot be

resolved within 21 calendar days, he or she shorld

terminate counseling and advise the employee of

the right to file a complaint of discrimination.

At the final interview with the employee, the EEQ

counselor should indicate what the inquiry has

disclosed, but the decision as to the next steps

must be the decision of the employee.

The counselor must not advise nor attempt to restrain RIGHT TO

an employee from filing a complaint of discrimination gskaAL
COMPLAINT

under the formal procedure.

Since EEQ counseling inquiries are conducted informal-

1y and do not involve sworn testimony or extensive

documentation, the counselor may not make findings

on the issue of discrimination. The counselor should

not imply that his or her interpretation of the issues

is an official agency finding on the issue of

discrimination.

28. At
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At the final interview the counselor must inform
THE FINAL
the employee in writing of the right to file a INTERVIEW
complaint of discrimination and the notice should
specify the time limit for filing the complaint (no
later than 15 calendar days following the final
session with the EE0 Counselor). The counselor
should tell the employee that the complaint must
be in writing but that it should not be a voluminous
report. The information requested on CSC Form 894,
“Sample Form for Filing a Complaint of
Discrimination," is sufficient since the counselor
will cover further details in the written report,
made after a formal complaint is received. Most
agencies have adopted this form or developed a
distinctive complaint form tailored to their own
needs. The counselor should help the employee
prepare the complaint if the employee asks for

assistance.

At the final inte view the complainant must also

be given written notice of the final interview and WRITTEN
NOTICE OF
of the names of the person or persons authorized FINAL
INTERVIEW
to accept complaints of discrimination. The counselor

must also tell the employee that the employee or

the employee's representative may mail the complaint

-
P-.
™
w
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to one of these persons or deliver the complaint

to one of them personally.

The counselor should explain that, once the complaint
reaches the formal processing stage, the complaint
file may be opened to all who are involved and need
access to it, including the EEQ Officer, management
officials, and possibly persons whom the complaintant
has identified as alleged discriminatory officials.

F. Writing a Report when Employee Files a Complaint

When advised that a formal complaint of discrimination

has been accepted from an employee he has counseled,

an EEO counselor must submit a written report of WRITING
the counseling to the EEO Officer and must give a REPORT
copy of the report to the employee.

With the report the counselor should include
a. A copy of the "Notice of final interview with
EEC Counselor" and
b. A copy of the "Notice of Right to File a
Discrimination Complaint"”

To avoid confusion, the counselor should not use the

term investigation, efither oraily or in the report

in connection with a i .
ny counseling activities AVOIDING

Investigations are conducted under the formal complaint TERM
;;gVESTIGA-
N
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~ procedure, and involve testimony in affidavit form,
certified c-..1es or extracts of records and other
documents, an~ a broader range of inguiry into agency

practices than is intended at the counseling stage.

G. Briefing the EEQ Officer and Recommending Improvements
The counselor should keep confidential notes on

counseling activities so that the EEO Officer can BRégFING THE
EE
be briefed time to time. Many EEQ officers schedule

periodic meetings with EEQ coufiselors for this purpose.
Any time the counselor has information which points

up need for correction or improvement in the EEQ
program in his organization, however, he or she should
promptly bring this information to the attention

of the EEO officer so that the latter can decide on

appropriate action.

31.
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NOTE:

BEST COPY AVAILABLE
CHECKLIST GUIDE FOR WRITTEN COUNSELING REPORTS SUBMITTED TO EEQO

This should be used as a flexible guideline. Many cases will not require
all (or even half) of this information. The name of the game is "informal"
resolution and reporting should also be as informal as the EEQO will allow.

Name.
Organizational unit and organizational title.
Phone number.
Title and grade of position.
éength offtime in posi%io? and gra?$. o) : : 4 Goal
ummary of background (only as applicable): Work Interests an als;
Work History; Educatfon; Training; Work History; Education;
Training; Awards; Tests; Health; Supervisory Appraisals.
- Dates of interview(s) with the EE0 Counselor serving the organization
in which the matter arose.
- Kind of discriminatfon alleged (race, color, religion, sex, or
national origin).
- Date of the matter causing employee to believe he had been discriminated
against, or, if personnel action, its effective date.
- Description of problem -- action, decision, or condition -- giving
rise to the matter as seen by the employee (or by other persons involved).
Name, organizational unit, title, grade of others involved in the case.
Specific corrective action(s) requested by employee
Followup steps taken or to be taken by the counselor.
List pertinent CSC, agency, and installation policies, regulations,
procedures.
- List actions taken by management, or supervisory officials, personnel
office, EEQD, etc.
- Information given to management, or supervisory officials, personnel office,
EEQD, etc., regarding the issues of the matter.
- Information given employee regarding the issues of the matter by the EEQ
Counselor and/or others.
- Employee's expressed viewpoint and decision regarding the information given
by the EEQ Counselor and/or others.
- Nature of closing action. .
- Date of final interview.

EEO COUNSELING REPORTS SHOULD BE CLEAR, COMPLETE, CONCISE, AND CORRECT.

32.



Selection of EEC Counselors

Agencies should try to make sure that the EEQ counseling staff

is broadly representative of the agency workforce in terms of
occupation, sex, race, and ethnic background. Grade level is

not important if the counselor possesses the attributes and abilities
already discussed and in any case will depend on the grade range of the

workforce from which the counselor is selected.

Because supervisors and personnel office employees may be involved

in the processing of personnel actions affecting persons who seek

the services of EEQ counselors, many agencies have found ¥t inadvisable
to assign EEQO counseling responsibility to supervisors or members of

office staffs in personnel.

To be successful in their activities, EEQ counselors must maintain
the confidence of both employees and management. Therefore,
counselors should not serve as representatives for any employees at
any stage of the discrimination complaint process; likewise persons
who normally represent employees for other reasons should not be
designated as EE0 counselors. Also, counselors should not be asked
to serve as management representatives or advisors in connection

with hearings in individual cases.



Final selection and appointment of EEQ counselors is a management
responsibility. Most employers have found it useful to consult
with unions or other employee organizations for advice on the
selection of EEQ counselors and some agreements negotiated between
unions and management provide for this. Management should consider
such input to ensure selection of counselors with whom the workforce
will be able to identify and in whom agency rank and file will have

confidence.

ASSIGNMENT OF COUNSELORS

Number of counselors. The number of counselors assigned within
an agency or installation will vary according to the racial, ethnic..
and sex makeup of the workforce, and the EEO-related problems and
issues which have been raised generally. As a rule of thumb, the
Civil Service Commission suggests that agencies designate at least
one EEQ counselor in every major installation or major organizational
subdivision of 50 or more employees, with an overall ratio of cne

counselor for every 500 employees in large organizations.

34.



TRAINING OF COUNSELORS

Under normal circumstances, no EEO counselor should be assigned a
case until he or she is formally trained and thoroughly briefed on the
EEQ program. Agencies should arrange for formal training of new EEQ
counselors immediately upon selection. To assist agencies, the Civil
Service Commission offers basic and advanced EEQ counseling courses
frequently in its central office and regional office training centers.
Many agencies, however, conduct their own EEQ counseling courses. The
Commission also conducts training institutes for agency instructors,
and supplies course outlines to agencies for their use in conducting
their own EEO counselor training.

Agencies should develop continuing programs to maintain a high level
of interest in the performance and competence of EEQ counselors.
Continuing orientation and training, both formal and informal, should
help EEQ counselors gain knowledge in such areas as:

J. - the general structure and operation of the Federal personnel
system, including position classification, merit promotion,
staffing, performance evaluation, career development, employee
rights and responsibilities, and grievance and appeals pro-
cedures;

2. - their own agency's procedures and regulations that pertain
to personnel, including provisions of negotiated agreements

with labor organizations;

35.



3. - the mission of their own agency and the general occupational
knowledge and skills required to perform the work associated
with the mission;

4. - counseling techniques.

Q 35a. ™
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BEST COPY AVRILABLE
EEQ COUNSELING - DEALING WITH SOME TYPICAL ISSUES

You, the EEQO Counselor, are visited by Mr. Smith, an Equipment
Specialist (Electronic) GS-9, who intends to file a complaint
of discrimination. He says that:

1 - the installation grossly discriminates against minority
employees

2 - the affirmative action plan "hasn't any teeth in it"

3 - he has just been passed over, for the third time, for
promotion to Electronic Development Technician GS-11

4 - his race (Black) was the dominant factor in his
n?nselection this time and undoubtedly in the two earlier instances
also

5 - the station has an unwritten policy against promoting
Blacks above GS-9

6 - he is as well qualified as anyone on the promotion
certificate for Electronic Development Technician GS-11, and
better qualified than the man who was selected

7 - this is typical of the treatment of minority employees on
the station

8 - a friend of his, also Black, applied for a job at the
station, on a register with a rating of 92, but was passed over
in favor of a white appliicant with a rating of 89

8 - you might find one or two minority employees above GS-9...
there is one in the branch where he works...but this is tokenism;
in the case he's talking about, management arranged a quick detail
to qualify the minority employee and promoted him to GS-11 just
ahead of a CSC inspection

10 - white employees get parking spaces closer to the
buiiding than minority employees

11 - supervisors bear down harder on minority employees; for
example,

a - a Black acguaintance of his got a one-day suspension for
tardiness, but when white employees come in late (and they do it
all the time) the boss just 1ooks the other way

36.
[C

Full Tt Provided by ERIC.



b - he has been told his "attitude" needs improvement, but
nobody says anything to white employees about their attitudes...
some goof off, some are uncooperative, touchy, etc....there seem
to be two standards of behavior

12 - there are Black employees with college degrees in clerical
jobs...this is underutilization

13 - he himself has a degree, most of the whites in his branch,
including the GS-11's, have only a high school education

Please evaluate thc following questions and give reasons for your
answers.

- which‘issues are directly pertinent to Mr. Smith's complaint?
(circle individually and then obtain group consensus).

- concerning these issues, what review will you make? through
what sources?

- what will you do about the other issues Mr. Smith has raised?

1 37.
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EEQ COUNSELOR'S GUIDE TO THE FEDERAL PERSONNEL SYSTEM

NOTE: This listing is intended as a quick reference to Federal Personnel Manual
chapters and other CSC issuances providing general coverage on issues which
frequently arise in connection with discrimination complaints. For detailed
information it may also be necessary to consult the Index to the FPM
(Chapter 003), and the cross-reference tables shown in each FPM chapter.
Individual agency regulations should also be consulted as appropriate.

SUBJECT REFERENCE

General overview and discussion of the personnel FPM Chapter 250
function in agencies

Basic concepts and definitions FPM Chapter 210

Responsibilities of the CSC and agencies FPM Chapter 230, Subchapter 1 & 2

Explanation of the FPM System FP? Chap:er 171, Subchapter 2,
ppx. A & B

Listings of CSC publications on personnel FPM Chapter 171, Subchapter 3, 6,

subjects (including "Federal Employee Facts" 7,8, &9

series intended to explain various subjects
to employees)

Adverse Actions FPM Chapter 752, 654

Appeals (see Index, FPM Chapter 003, under
"appeals" for breakdown of types)

Appointment ~ career and career conditional FPM Chapter 315

- temporary FPM Chapter 316
Coordinated Federal Wage System FPM Chapter 532
Demotion FPM Chapter 715, 752
Details‘ FPM Chapter 300
Discipline FPM Chapter 751
Equal Employment Opportunity FPM Chapter 713

FPM Supplement 990-1 (Part 713)

Examination FPM Chapter 332

(see also individugl examination announcements, e.g., Federal Service
Entrance Examination, Junior Federal Assistant Examination, Clerk-Typist and
Clerk-Stenographer Examination, Senior Level Examination, etc.)

Flexibilities of the Federal Personnel System "How to Make the Most of the

Merit System” (Personnel
Management Series No. 19)

(continued on reverse)
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Handicapped, Employment of

Incentive Awards

" Leave

Performance Appraisal

Personnel Records and Files (content,
maintenance, etc.) Access to Official
Personnel Folder

Position Classification

Probationary Period
Promotion
Evaluation of employees for promotion and
and internal placement
Questions and answers on the Federal Merit
Promotion Program
Qualification Requirements - general
Qualification Standards
Recruitment, Selection, and Placement - general

Recruitment and Selection through Competitive
Examining

Reduction-in-force

Separatfon - disciplinary
- nondisciplinary

Training and Development
Executive Development

39.

FPM Chapter 339, Subchapter 4 & 5
FPM Chapter 451

FPM Chapter 630

FPM Chapter 430

FPM Chapter 293

FPM Chapter 294, Subchapter 7

FPM Chapter 511
“Classification Principles and
Policies" (Personnel Management
Series No. 16)

"Handbook of Occupational Groups
and Series of Classes"

Position Classification Standards
for Positions Subject to the
Classification Act of 1949, as
amended

FPM Chapter 315

FPM Chapter 335
FPM Supplement 335-1

FPM Bulletin 335-13

FPM Chapter 338
Handbook X-118

FPM Chapter 330

FPM Chapter 332 and 333

FPM Chapter 351

FPM Chapter 751
FPM Chapter 715

FPM Chapter 410
FPM Chapter 412
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ROLE PLAYING INSTRUCTIONS

Role Playing. Role playing can be described as real behavior in an
imaginary situation. Role playing isn't acting a part or trying to
behave as you think someone else would; it involves people being
themselves in different situations. It is a good way to bridge the
gap between the study of principles and techniques and the use of the
same principles and techniques.

How is Role Play Done? When you role play, a situation is described
for you. It could cover what has just happened, what is to happen
in the immediate future, and the role the players are to take.

Because you don't have to act in any prescribed way, role plays

don't have scripts or detailed directions. The role players use the
information they have about the situation, their own experience, and
their ways of hehaving when they play the role. Players make up facts
when they need to but not facts that don't fit the situation.

The way that role players behave and feel changes during role plays
just as it does in most interpersonal contacts. Most people find
role playing fairly easy. They get involved in the situation and
draw upon their own backgrounds in deciding what to say and how to
behave.

Value of Role Playing. Role playing is used in a number of different
situations. Here we will be talking-about its values when the role
plays are concerned with one to one communication. Some of the
benefits are listed below.

- Players have a chance to see both sides of the relationship
fn the role play by hearing group comments on both and in some cases
actually playing both roles.

- Role playing and critique tends to give people a better
understanding of their own feelings and the feelings of others. These
feelings and the ways that they are expressed are discussed by the
group.

- Role playing gives people a chance to practice using skills,
to experiment with different techniques, be exposed to new and
different situations.

- In role playing there 1s no artificial separation between
acting and thinking or talking about acting.

Ty
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CRITIQUE: EEO COUNSELING INTERVIEW

Case identification:
Student counselor : Pate:

How well did the counselor start the interview (Did the counselor seem
friendly, relaxed, accepting, interested - or abrupt, dictatorial,
impatient, critical)?

Was there evidence that the counselor and the employee understood
each other's goals and expectations for the interview?

- Did the counselor explain the purpose of the interview?
- Did the counselor explore the employee's understanding
of the purpose of the interview?

Did the counselor permit the employee to state the problem in his
own way?

- Did attempts to reflect the employee's feelings indicate
that the counselor understood what the employee was
trying to say?

- Did the counselor ask appropriate questions to clarify
statements made by the employee?

Did the counselor give the employee adequate opportunity to ask
questions?

- Were the counselor's replies clear and specific?

- Were replies factual, or were opinions given?

- Were they appropriate to the employee's apparent level
of understanding? -

How did the counselor handle emotional reactions (if any)?

Did the counselor and employee arrive at a mutual understanding of the
bases for the complaint?

- Was the desired corrective action identified?
- Was there exploration of alternatives?

41.
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Did the counselor explain the employee's right to have a representative
present at all counseling sessions?

Did the counselor explain what happens next?

- how the counselor will try to clear up the matter informally
- informal resolution period
- right to file formal complaint

How did the counselor handle note-taking?
How did the interview end?

What mannerisms or attitudes on the counselor's part might h. ve
detracted from the interview?

restlessness

inattention

clock watching

ptaying with pencils or other objects
tone of voice

Other comments

42




CRITIQUE: EEQ COUNSELING INTERVIEMW

“

Case identification: _
Student counselor : Date:

How well did the counselor start the interview (Did the counselor seem

friendly, relaxcd, accepting, interested - or abrupt, dictatoria.,
impatient, critical)?

Was there evidence that the counselor and the employee understood
each other's goals and expectations for the interview?

- Did the counselor explain the purpose of the interview?
- Did the counselor explore the employee's understanding
of the purpose of the interview?

Did the counselor permit the employee to state the problem in his
own way?

- Did attempts to reflect the employee's feelings indicate
that the counselor understood what the employee was
trying to say?

- Did the counselor ask appropriate questions to clarify
statements made by the employee?

Did the counselor give t.¢ emp?oyée adequate opportunity to ask
questions?

- Were the counselor's replies clear and specific?

- Were replies factual, or were opinions given?

- Were they appropriate to the employee's apparent level
of understanding?

How did the counselor handle emotional reactions (if any)?

Did the counselor and employee arrive at a mutual understanding of the
bases for the complaint? :

- Kas the desiréd corrective action identified?
- Was there exploration of alternatives?

O 43.
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Did the counselor explain the employee's right to have a representative
present at all counseling sessions?

Did the counselor explain what happens next?

- how the counselor will try to clear up the matter informally
- informal resolution period
- right to file formal complaint

How did the counselor handle note-taking?
How did the interview end?

What mannerisms or attitudes on the counselor's part might have
detracted from the interview?

restlessness

inattention

clock watching

playing with pencils or other objects
tone of voice :

Other comments
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CRITIQUE: EEQ COUNSELING INTERVIEW

Case identiffcation:
Student counselor : Pate:

How well did the counselor start the interview (Did the counselor seem

friendly, relaxed, accepting, interested - or abrupt, dictatorial,
impatient, critical)?

Was there evidence that the counselor and the employee understood
each other's goals and expectations for the interview?

- Did the counselor explain the purpose of the interview?
- Did the counselor explore the employee's understanding
of the purpose of the interview?

Did the counselor permit the employee to state the problem in his
own way?

- Did attempts to reflect the employee's feelings indicate
that the counselor understood what the employee was
trying to say?

- Did the counselor ask appropriate questions to clarify
statements made by the employee?

Did the counselor give the employee adequate opportunity to ask
questions?

- Were the counselor's replies clear and specific?

- Were replies factual, or were opinfons given?

- Were they appropriate to the employee's apparent level
of understanding?

How did the counselor handle emotional reactions (if any)?

Did the counselor and employee arrive at a mutual understanding of the
bases for the complaint?

- Was the desired corrective action identified?
- Was there exploration of alternatives?

I
. L)
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Did the counselor explain the employee's right to have a2 representative
present at all counseling sessions?

Did the counselor explain what happens next?

- how the counselor will try to clear up the matter informally
- informal resolution period
- right to file formal complaint

How did the counselor handle note-taking?

How did the interview end?

What mannerisms or attitudes on the counselor's part might have
detracted from the interview?

- restlessness

tnattention

clock watching

playing with pencils or other objects
tone of voice

Other comments
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EEO COUNSELOR'S COURSE

Place a check ( )} in the column to the right of each item to indicate whether you
agree, disagree, or are undecided on the counselor's proposed actions.

. Agree Undecided Disagree

1. During the investigation stage of
a formal complaint the investigator
comes in and says that he would like
to talk to you about your informal
resolution efforts with a particular
complainant. Knowing you should stay
out of the formal complaint process,
you would decline to talk to him about
the case.

2. To make certain her identity really
remains a secret, a woman calls and asks
you to try to resolve a discrimination
complaint she has against her supervisor.
The matter involves a series of work
assignments. You would get the details
from her over the telephone, attempt an
informal resolution, and call her back.

3. The amended EED regulations provide
that for an agency to accept a formal
written complaint from an aggrieved
person, that person must have brought
the matter giving rise to the complaint
to the attention of the EEO Counselor
within 30 days of the date of the
occurrence. If a person came to you
and sald he was discriminated against
five weeks ago, you would advise him
that he could not file a formal complaint.
However. sou would try to resolve the.
matter informally.

5 45.
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Agree Undecided Disagree

4. An aggrieved person sets up an

appointment to discuss an alleged

act of discrimination he was subjected
to. When he arrives for counseling,
he has with him an attorney. He says
the attorney is going to represent him
and would like to tape the counseling
interview. You would advise the
attorney and the tape recorder to
wait outside your office until you
finish the counseling session.

5. A woman who feels she is a victim
of racial discrimination calls and
explains that her supervisor will not
permit her to leave the work area
during duty hours unless she tells
him exactly where she is going and
how long she'll be there. She would
rather not have her supervisor know
she is going to see the EEQ Counselor.
You would suggest that she tell her
supervisor the trutnh, then come over
to talk to you.

6. At lunchtime one of the union
stewards in your activity walks up
to you and says, "With all your
counseling activities you have just
about dried up my grievance business.
Why don't you leave a couple for me?"
You would explain to him there is no
conflict in the jobs each of you has.

46.
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7. A woman calls your office and tells
you that she was suddenly fired, three
days ago, after working for nine months
under a temporary appointment. She says
that she was fired because of her race
and that she would like to file a
complaint of discrimination.

You tell her that you cannot help her
because an EEQ counselor may only accept
complaints from employees and applicants
and she does not fit into either category
in view of the fact that she fs no

Tonger an employee.

8. Tom Taylor, Chairman of Indians Against
Racism, (IAR) an employee organization in
your agency, has presented you with a
written complaint of discrimination on
behalf of 15 Indian employees in the

central files unit.

The complaint, which bears the signatures
of the 15 complaining employees, states
that any action taken for one employee
must be taken for all of them.

Since all 5 employees seem to have the
same problems you decide to handle the
complaint for the entire group.
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Full Tt Provided by ERIC.

Agree

Undecided

Disagree




SUGGESTED READINGS FOR EEO COUNSELORS

Berger, Monroe, Equality by Statute: the Revolution in Civil Rights,
Revised, Garden City, N.Y., Doubleday and Co. Inc., 1967, 253 pp.

Beveredge, W.E., Problem Solving Interviews. London, George Allen and
Unvin, Ltd., 1968, 123 pp.

Bird, Caroline., Born Female, New York, David McKay Co., Inc., 1968.

Fitzpatrick, Jospeh P., Puerto Rican Americans, Englewood Cliffs, N.J.
Prentice Hall, 1971, 192 pp.

Friedan, Betty, The Feminine Mystique, New York, W.W. Norton and Co.
1963, 410 pp.

Hansen, James ., Richard R. Stevic and Richard W. Warner, Jr., Counseling:
Theory and Frocess. Boston, Allyn and Bacon, 1972, 392 pp.

Hartman, Paul, Civil Rights and Minorities, 5th rev., New York, Anti-
defamation League of B'nai B'rith, 1962, 31 pp.

Levitan, Sar A. and Barbara Hetrick, Big Brother's Indian Programs - With
Reversations, New York, McGraw-Hill, Inc., 1971, 214 pp.

Levy, Burton, "Effects of ‘racism' on thc Racial Bureaucracy," Public
Administration Review, vol. 32, no. 5, Sept. - Oct. 1972, pp. 479 - 486.

Muse, Benjamin, The American Negro Revolution; from Non-Violence to Black
Power, 1963 - 1967, Bloomiqgton. Ind., Indiana University Press, 1968, 345 pp.

Salazar, Ruben, Stranger in One's Land, U. S. Commission on Civil Rights,
Washington, D.C., U. S. Government Printing Office, 1970, 49 pp.

Simons, Joseph and Jeanne Reidy, The Human Art of Counseling, New York,
Herder and Herder, 1971, 165 pp.

“Special Issue: Women and Counselors.” Personnel Guidance Journal,
vol. 51, no. 2, October 1972. Entire issue.

Stringer, Alfred G., "Career Counseling for Non-professionals," Civil
Service Journal, vol. 12, no. 3, January - March, 1972, pages 7 - 9.
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Tyler, Leona E., The Work of the Counselor, 3rd ed. New York, Appleton-
Century-Crofts. 1969, 274 pp.

Waddel, Jack 0. and 0. Michael Wilson, The American Indian in Urban
Society. Boston, Little, Brown, and Co., Inc. 1971, 408 pp.

wWhite, J. Gustav, When Your Advice is Asked. New York, A.S. Barnes
and Co. Inc., 1966, 166 pp.

U. S. Civil Service Commission, Office of Labor-Management Relations,
Labor-Management Relations in the Federal Service, Answers to questions
about Executive Order 11491, 1972, 25 pp.
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COURSE EVALUATION BY PARTICIPANT

Did the course meet the objectives?
If not, how should it be changed?

A.

QUANTITATIVE ASPECTS

ITEM

700 ABOUT | NOT
MUCH RIGHT __| ENOUGH

COMMENTS

1. Overall time provided
to cover topics

2. Number of topics
discussed

3. Amount of time allowed
__for lecture

4. Amount of time allowed
for your questions,

thoughts, and ideas

8., Amount of written
assignments and
exercises

6. Amount of written
reference material

7. Number of visual aids
[fiIMp slides, gram'
blackboards, etc.]

B. QUALITATIVE ASPECTS

ITEM

VERY SATIS- [SATIS- |JUNSATIS-
FACTORY FACTORY_| FACTORY

COMMENTS

l. Topics or subjects
covered

2. NWritten reference
materials

| "3. visual aids [films,
slides, graphs,
blackboards, etc.]

4. Lectures or
Presentations

5. Discussion sessions
[question and answer,
small groups, role-
playing, case method,
eta.

6. NWritten assignments

and exercises

7. Classroom facilities
[1ighting, heating,
ventilation, furnish-
ings, seating arrange-
ments, etc.

8. Convenience and service
[eating, restrooms,
phones, messages, etc.]




As a result of your participation in this course, what

additional training would you profit from?

Other comments:

Signature

Organization:

Date:

50a.
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