NEWCOMER'S ORIENTATION

LESSON PLAN

(Jan - 00)

PART I

   COVER SHEET

LESSON TITLE:  Newcomer's Orientation

INSTRUCTOR:

TEACHING METHOD:  Informal Lecture

REFERENCES:  AFI 36-2706, Military Equal Opportunity and Treatment Program; AFI 90-301, Inspector General Complaints; AFPD 36-27, Social Actions; AFPD    36-29, Military Standards, Current Air Force Military Equal Opportunity and Treatment (MEO) Fiscal Year Statistical Summary provided by AFPC/DPSFS; Equal Opportunity 2000 Facilitator’s Guide

INSTRUCTIONAL AIDS:  Computer generated presentation, Overhead transparencies, 35mm Slide materials, charts, handouts

TIME:  1 Hour

PART 1A

LESSON OBJECTIVE:  The objectives of this lesson are for each individual to comprehend the Air Force and local installation commander's policy regarding Military Equal Opportunity (MEO);  become aware of the installation’s most recent Wing Climate Assessment Report; become aware of the Military Equal Opportunity (MEO) Complaint process and Equal Opportunity and Treatment Incident (EOTI) factors; and to comprehend the individual, supervisory, and managerial roles and responsibilities and how they relate to ensure a positive Military Equal Opportunity and Treatment (MEO) climate.

SAMPLES OF BEHAVIOR:

a.  Explain the Military Equal Opportunity (MEO) Policies  (MPT-1)

b.  Define the Department of Defense, Air Force and Commander's Military Equal Opportunity and Treatment Policy (MPT 1)

c  Paraphrase the protected categories of unlawful discrimination  (MPT 1)

d. Identify trends that impact on the Wing Climate Assessment  (MPT 2)

e. Identify the MEO Complaint process and EOTI factors  (MPT 2)

e.  Explain the informal assistance process and provide trend data  (MPT 2)

f.  Explain the informal MEO complaints process and provide trend data (MPT 2)

g.  Explain the formal MEO complaints process and provide trend data (MPT 2)

h.  Explain the Equal Opportunity and Treatment Incident (EOTI) process and provide

trend data  (MPT 2)

i.  Identify the roles and responsibilities for the individual, supervisor, and manager  (MPT 3)

j.  Define reprisal  (MPT 3)

PART 1B

ORGANIZATIONAL PATTERN:  Topical

STRATEGY:  (General to Specific)  The instructor will begin by introducing the individual to the Department of Defense policy regarding Military Equal Opportunity (MEO).  The instructor will then progress to specifics of the Military Equal Opportunity program relating it to the Air Force, Major Command (when applicable), and installation commander's policies.  Once the individual understands the policies, the instructor should paraphrase the protected categories as stated in the Air Force policy.  The instructor should move to identify trends that impact on the overall Wing Climate Assessment. The instuctor should then explain the MEO Informal/Formal Complaint process, discuss Equal Opportunity and Treatment Incidents (EOTIs) factors and local EO trends.  The instructor should then discuss the roles and responsibilities to MEO as it pertains to the individual, supervisor, and manager.  The instructor will define reprisal and identify preventive actions.  The instructor will conclude the lesson by summarizing the MEO program, highlighting the important points, reiterating the individual’s responsibility and how positive human relations skills contribute to the success of the overall mission.

OBJECTIVES/MAIN POINTS

The objectives of this lesson are for each student to comprehend the Air Force and local installation commander's policy regarding Equal Opportunity (EO);  become aware of local trends that impact on the overall Wing Climate Assessment; become aware of the MEO Complaints process and become aware of EOTI factors; and to comprehend the individual, supervisory, and managerial roles and responsibilities and how they relate to ensure a positive MEO climate.

1.  (C)  Equal Opportunity (EO)

a.  Definition of Equal Opportunity Policies

b.  Department of Defense, Air Force and installation commander’s policy on equal opportunity

c.  Protected categories of unlawful discrimination

2.  (C)  Installation’s Wing Climate Assessment and Equal Opportunity Environment 

a.  Wing Climate Assessment Data  

b.  Informal Assistance Process/Trends

c.  Informal MEO Complaint Process/Trends

d.  Formal MEO Complaint Process/Trends

e.  Equal Opportunity and Treatment Incident Process/Trends

3.  (C)  Roles and responsibilities for the Individual, Supervisor, and Manager

in the EOT Program

a.  Individual

b.  Supervisor

c.  Manager

d.  Definition of reprisal

TEACHING PLAN

 PART II

ATTENTION:

MOTIVATION:

OVERVIEW:

TRANSITION:

DEVELOPMENT

I.
(C)  Equal Opportunity Policies

A. Department of Defense Policy . . . to promote an environment free from personal, social, or institutional barriers that prevent Service members from rising to the highest level of responsibility possible.  Members shall be evaluated only on individual merit, fitness, and capability.

B. Air Force Policy . . . the Air Force will conduct its affairs free from unlawful discrimination and sexual harassment.  It provides equal opportunity and treatment for all members irrespective of their race, color, religion, sex, or national origin, or in the case of civilian employees, handicapping conditions except as prescribed by statute or policy.  When unlawful discrimination is found, the Air Force immediately eliminates and neutralizes the effect.  Commanders and supervisors who are aware of unlawful discrimination by subordinates, but fail to take action, may be disciplined.

C. Local Policy . . . Make local installation commander’s policy available.

D. Protected Categories



1.  Race



2.  Color



3.  Religion



4.  Sex

5. National Origin

6. Age (Civilians only)

7. Physical/Disability (Civilian only)
TRANSITION:
II
(C)
Installation’s Wing Climate Assessment and  Equal Opportunity Environment

A. Wing Climate Assessment Data

1. Overall Assessment

2. Positve Factors

3. Factors Requiring Attention/Off Limits Establishments  (If applicable) 

4. Intergroup and/or intercultural relations, i.e., local customs, cultural differences, etc.         (If applicable)

       B.  Informal Assistance Process

1.  AF Form 1271, Record of Assistance

2.  Non-MEO Referrals, information, resolution processed at the lowest level



3.  Provide trend data on Informal Assistances.


C.  Informal MEO Complaint Process

1.   AF Form 1587-1, Military Equal Opportunity Informal Complaint Summary

2.  Purpose:  . . . a means for retirees, military members and their family members to present allegations of unlawful discrimination and sexual harassment.



3.  Avenues for resolution




a.  Commander

b.  Supervisor

c.  Individual/Co-worker

d.  Mediation

4.  If not resolved, complainant may elect to file a formal complaint.

5.  Provide trend data on MEO Informal  complaints (Air Force and installation’s totals).


D.  Formal MEO Complaint

1.  AF Form 1587, Military Equal Opportunity Summary

2.  Purpose:  . . . a means for retirees, military members and their family members to present allegations of unlawful discrimination and sexual harassment.

3.  Time standards: . . .MEO Formal complaint must be submitted within 60 days of the alleged offense or the complainant must provide sufficient justification or extenuating circumstances to the MEO staff for review and subsequent approval by the installation commander.



4.  Actions taken to address allegations

a.  (“E” Complaints):  Complaint clarification is conducted by MEO office and staffed through Staff Judge Advocate.  Information is provided to the (alleged) offender’s  commander for final review and corrective action,  if appropriate.
b.  (“R” Complaints):  Complaint is referred to an agency to process (i.e., EEO, Commander, etc.)

5.  Provide trend data on MEO Formal complaints (Air Force and installation’s totals).

E. EOT Incident Clarification

1. Purpose

a. Makes known the severity of the EOT Incident.

b. Finds the cause, the facts, and the impact.

c. Develops recommendations for corrective actions.

2. Installation Commander involvement

3. Provide trend data on EOT incident(s)     

                     (Air Force and installation’s totals).

      F.  Off Base Equal Opportunity Trends

TRANSITION:
III.  (C)  Roles and responsibilities

1. Individual roles and responsibilities


a.  Comply with polices

b.  Examine your own actions for subtle 

behaviors

c.  Confront the behavior at the time it occurs

d.  Pursue the issue until the behavior has stopped

e.  Definitions of reprisal:

1.  Military . . . Taking or threatening to take an unfavorable personnel action or withholding or threatening to withhold a favorable personnel action, or any other act of retaliation against a military member for making or preparing to make a protected communication.

2.  Civilian. . . Retaliation for opposing any practice made unlawful by Title VII of the Civil Rights Act, the Age Discrimination in Employment Act, the Equal Pay Ace, the Rehabilitation Ace, or for participating in any stage of administrative or judicial proceeds under those statutes

f.  Report any reprisal

2.  Roles and responsibilities of supervisors and managers

a.  Examine your action for subtle behaviors that could be viewed as double standards

b.  Set the standard

c.  Reinforce AF EO Policy 

                    d. Address all discriminatory behaviors 

                    e.  Take appropriate action to ensure          

                    discrimination has ended 

                    f.  Follow-up
e.  Ensure people are aware they have the right to file a complaint free from reprisal

TRANSITION:

CONCLUSION

SUMMARY:

REMOTIVATION:

CLOSURE:
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