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FROM THE AMERICAN PEOPLE






EEO COUNSELOR REPORT

Follow instructions on Page 2
	1. TO

     
	2. FROM

     
	3. DATE COUNSELING FIRST SOUGHT

     

	
	
	4. DATE OF FIRST INTERVIEW

     

	5. IDENTIFICATION OF EMPLOYEE/APPLICANT

     
	6. ORGANIZATION

     

	
	7. HOME ADDRESS/TELEPHONE NUMBER

     

	                                      FORMCHECKBOX 
 Civil Service           FORMCHECKBOX 
 Foreign Service
	

	8. REPRESENTATIVE (Name, Address, Business Phone)

     
	9. MATTER CAUSING COMPLAINT

	
	 FORMCHECKBOX 
 Assignment of Duties

 FORMCHECKBOX 
 Awards

 FORMCHECKBOX 
 Conv to F/T CC

 FORMCHECKBOX 
 Duty Hours


	 FORMCHECKBOX 
 Reinstatement

 FORMCHECKBOX 
 Reprimand

 FORMCHECKBOX 
 Retaliation

 FORMCHECKBOX 
 Retirement

	10. TYPE OF DISCRIMINATION OR BASIS
	 FORMCHECKBOX 
 Evaluation/Appraisal

 FORMCHECKBOX 
 Examination/Test

 FORMCHECKBOX 
 Failure to be Hired

 FORMCHECKBOX 
 Pay

 FORMCHECKBOX 
 Promotion

 FORMCHECKBOX 
 Reasonable Accommodation

 FORMCHECKBOX 
 Reassignment
	 FORMCHECKBOX 
 Separation

 FORMCHECKBOX 
 Sex Harassment

 FORMCHECKBOX 
 Suspension

 FORMCHECKBOX 
 Time/Leave

 FORMCHECKBOX 
 Training

 FORMCHECKBOX 
 Work Condition

 FORMCHECKBOX 
 Other (Explain)

	 FORMCHECKBOX 
 Age        Yrs.

 FORMCHECKBOX 
 Color

 FORMCHECKBOX 
 Handicap (mental or physical)

 FORMCHECKBOX 
 National Origin

 FORMCHECKBOX 
 Sex
	 FORMCHECKBOX 
 Sex Harassment
 FORMCHECKBOX 
 Sexual Orientation

 FORMCHECKBOX 
 Race

 FORMCHECKBOX 
 Religion

 FORMCHECKBOX 
 Retaliation/Reprisal

	
	

	11. DESCRIPTION OF COMPLAINT (include specific allegation(s) with date(s) of occurrence).
     

	12. RELIEF DESIRED

     

	13. HAS COMPLAINANT FILED A GRIEVANCE OR APPEALED TO THE MERIT SYSTEMS PROTECTION BOARD ON THE SAME MATTER?

      IF YES, WHAT IS THE STATUS OF THE GRIEVANCE OR APPEAL?              FORMCHECKBOX 
 Yes            FORMCHECKBOX 
 No

     


Instructions for Completing the EEO Counselor Report

Complete this form only when EEO counseling extends beyond the initial interview.  The final interview should take place on or 

before the 30th day after the date of initial interview and informal EEO counseling.

The EEO Manager where the matter for counseling arose is the custodian of the EEO Counselor report system of records under the

Privacy Act.  Therefore, you must forward the original EEO Counselor Report and enclosures to the EEO Manager immediately

after the final interview.  Either forward your couseling and interview notes or destroy them immediately;  and, do not retain a copy

of this report, the enclosures, or your notes for any reason or purpose.

EEO Counselors may not continue counseling beyond the 30 calendar days after initial interview without the agreement of the counselor and the Office of Civil Rights and Diversity.  Please note:  If for any reason the final EEO counseling interview must be postponed beyond 30 calendar days, notify the EEO Manager in advance or as soon as practicable.

The numbers below refer to corresponding sections of the report.

1. Name, address and telephone number of the EEO Manager for the organization where the matter(s) arose.  No additional information is required.

2. Your name, address and telephone number.  No additional information is required.

3. Date complainant first sought counseling services.

4. Self-explanatory

5. If employee:  Give name, title series and grade;  spell out name of employing organization including bureau, office, division, branch, etc.  (i.e., do not use abbreviations).

If applicant:  Give full name.

Indicate whether employee or applicant is Foreign Service or Civil Service.

6. Spell out the name and address of the organization and unit where the matter(s) of concern arose.

If applicant:  Give name and business telephone number of selecting official.

7. Give home address and telephone number of employee or applicant.

8. Self-explanatory.  However, if the representative is an attorney, show by using “Esquire”, “Attorney”, or words to similar effect.  

Give the representative’s business address and business area code and telephone number.

9. Matters causing complaint may be multiple.  Check appropriate box(es).  NOTE:  “Pay” includes overtime, within-grade increase, and merit pay, for example.

10. Alleged discrimination must be based on one or more bases.  Check appropriate box(es).

11. Briefly describe the nature of complaint and specific allegation(s);  show date(s) of occurrence.  State the employee/applicant’s race or religion, impairment, or national origin, etc. as appropriate.  State why the basis is believed to be disparate treatment or disparate impact.  If EEO counseling was delayed for more than 30 calendar days after the most recent occurrence, include the reasons in this report.  Note this block may be at variance with the same numbered block on INITIAL INTERVIEW AND INFORMAL EEO COUNSELING REPORT.

12. State what remedial or corrective action the employee/applicant is seeking to resolve the complaint.

13. The EEO Counselor should try to determine whether the same matter has in fact been grieved or appealed.  Ask to see the grievance papers to be sure discrimination or retaliation/reprisal have been raised concerning the same matter(s) under EEO counseling; ask to see the notice of appeal rights relied on to appeal to MSPB and a copy of any papers filed with MSPB based on the notice.  If there are still questions, inquire at the Office of Civil Rights and Diversity and ask for assistance.  Attach a copy of the grievance or appeal documents to this report.

14. Each contact should be recorded in your notes.  Your contacts should be listed in chronological order.  Multiple contacts on the same day with the same person may be combined into one line.  (Note that the complainant is to be a listed contact.  Separate complainant’s contact and contact with complainant’s representative).  Find some tactful way to ask contacts how much time they spent in preparation for your meeting.  Add preparation and time and meeting time together to fill in column 5.  The EEO Counselor’s preparation, travel and contact time are to be summarized elsewhere in the report.  (See item 19 below)
15. Self-explanatory.

16. List settlement possibilities suggested to management and management responses.

17. Describe what action(s) management officials took on your suggestions.

18. Self-explanatory – report must be signed, and dated.

19. Total EEO counselor time includes all time spent with employee/applicant/representative (including the initial interview and report writing), ADOs, other witnesses, sources such as Personnel and guidance such as the EEO Staff, all preparation time preceding and following contacts, all research, all travel time and any other time used to pursue this function.

20. Self-explanatory.  Date may be different from Block 18 date.

21. List and tab all enclosures.  Be sure the two copies of this form and duplicate copies of all enclosures are legible.

	14.  CONTACTS DURING EEO COUNSELING INQUIRY

     


	Date(s) Of

Contact
	Name, Title,

Grade, Telephone
	Bureau/

Office
	Reason for Contact

(Complainant, Witness,

Personnel, etc.)
	Time Spent By

Person Contacted

	     
	     
	     
	     
	     

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	15. INFORMATION DEVELOPED DURING INQUIRY.  (Identify the source of each fact, attach documents provided by

Employee/applicant, other witnesses, Personnel or obtained by the Counselor).

     


	16. COUNSELOR’S SUGGESTIONS TO MANAGEMENT OFFICIAL(S) TO RESOLVE COMPLAINT

     

	17. FINAL ACTION BY MANAGEMENT OFFICIAL(S) ON COUNSELOR’S SUGGESTIONS

     

	18. SIGNATURE OF COUNSELOR


	DATE OF REPORT

	19. TOTAL NUMBER OF HOURS SPENT COUNSELING THIS 

CASE (Include all contact, preparation and travel time)
     
	20.  DATE OF FINAL INTERVIEW

     


	
	DATE REPORT SENT OR DELIVERED TO EMPLOEE/APPLICANT

     


	21.  ENCLOSURES (List and tab).  GIVE DUPLICATE LEGIBLE COPIES TO EMPLOYEE/APPLICANT.

     



Notice of Rights

You have the right to be accompanied, represented, and advised by a representative of your own choosing at every stage in the presentation of your complaint, including mandatory pre-complaint EEO counseling.  You, your representative, and your witnesses shall be free from restraint, intimidation, interference, coercion, discrimination, or reprisal in the presentation and processing of a complaint, including EEO counseling, or any time thereafter.  If you have a representative, it is your responsibility to provide written notice of his/her name, address and business telephone; and it is also your responsibility to provide written notice of all changes in your representation.

If you are dissatisfied with the results of EEO counseling, you may file a formal EEO complaint within fifteen (15) calendar days after the date you receive the Notice of Right to File.  Your complaint must be in writing and signed by you;   but it may be filed either by you or your representative.  Your complaint must be mailed or delivered to the Director, Office of Civil Rights and Diversity (OCRD), thus:

Director, Office of Civil Rights and Diversity (OCRD)
Agency for International Development

Room 4.10A, RRB

Washington, D.C. 20523-2901

The effective date of filing a complaint is the date on which it is received in OCRD, if hand delivered, or the dated postmark if addressed to an appropriate agency official.

Receipt of your complaint will be acknowledged.  OCRD staff will identify the issue and allegations accepted for investigation and/or those in need of special clarification or greater specificity.  If your complaint is rejected, you shall receive a rejection decision which may be appealed to EEOC or the subject of a civil aciton.

Following investigation of your complaint, you or your representative will receive a copy of the Report of Investigation.  You will also have an opportunity to discuss the file with a responsible offricial, so that reasonable resolution of your complaint may be achieved, where possible.  If a resolution occurs, the terms of agreement will be reduced to writing, made a part of your complaint file, and you will be given a copy.

If a settlement is not achieved, you will be given a final agency decision with notice of right to a hearing.  All decisions including rejection decisions are given notice of right to appeal to the Equal Opportunity Commission (EEOC) (or, as may be appropriate, to the Merit Systems Protection Board) and/or of filing a civil action in an appropriate U.S. District Court except complaints based entirely and only on age discrimination.  Decisions on pure age discrimination complaints inform the complainant of the right to an EEOC decision and notice that EEOC will provide any further advice on other rights.

If you file a formal EEO complaint, you will have no right to anonymity, and your having filed a formal complaint will not be regarded as confidential.

Right to File a Civil Action

Under Age Discrimination in Employment Act (ADEA)

If you believe you have been subjected to prohibited age discrimination, you may file a civil action in an appropriate U.S. District Court.  You must give the Equal Employment Opportunity Commission (EEOC) notice of intent to sue at least 30 calendar days in advance of filing suit, and that notice to EEOC must be given at any time within 180 calendar days of the alleged unlawful age discriminatory incident, act, event, decision or personnel action.

Right to Court-Appointed Attorney

If you elect to file a civil action under ADEA, Title VII, or the Rehabilitation Act, you may appeal to the U.S. District Court for appointment of an attorney to represent you in the court proceeding.  The court may appoint an attorney to represent you and may permit commencement of the civil action without payment of fees, costs or security.

Privacy Act Notice

General

This information is provided pursuant to the Privacy Act of 1974 for individuals supplying information for inclusion in a system of records.

Authority

The authority to collect the information requested by the EEO Counselor is derived from one or more of the following:

42 USC 2003;  29 USC 633a;  PL 95-602 as amended;  5 USC 1303 and 1304;  5 CFR 5.2 and 5.3;

29 CFR 1614.105;  and Executive Order 11748 as amended.

Purposes and Uses

The information supplied will be used to attempt to resolve the EEO counseling matter(s) you have raised during counseling.  This information may be discussed with designated officers and employees of the Agency in order to resolve the matters you have raised.  If you file a formal EEO complaint, this form and all enclosures will be made part of your EEO complaint file and will be available to any person having a need to know its contents.  Formal complaints are neither anonymous nor confidential.  Whether or not you file a formal EEO complaint, this form and enclosures, if any, may be used in a depersonalized manner as a data base for program analysis, review, evaluation, and statistics.  If you have not chosen anonymity and there is a need to disclose information from your EEO counseling report(s) for reasons other than those which have been cited or for reasons cited in the Privacy Act (5 USC 552a(b), your prior consent will be solicited.

Effects of Non-Disclosure

Disclosure of the information sought is voluntary.  However, since informal precomplaint EEO counseling is mandatory, failure to disclose information may result in rejection of the formal EEO complaint in whole or in part.
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