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NAVAL STATION MAYPORT INSTRUCTION 5354.2





Subj:  COMMAND MANAGED EQUAL OPPORTUNITY (CMEO)





Ref:   (a) OPNAVINST 5354.1C


       (b) CINCPACFLT/CINCLANTFLT INSTRUCTION 5354.1





Encl:  (1) Annual Command Assessment Report (CAR)


       (2) Command Assessment Team (CAT) Duties and Responsibilities


       (3) Command Training Team (CTT) Duties and Responsibilities


       (4) Discrimination Complaint/Grievance Procedures





1.  Purpose.  To provide additional guidance and policy for the Naval Station


Mayport Equal Opportunity Program for Military Members.





2.  Cancellation.  NAVSTAMYPTINST 3120.32A, Article 303.25.





3.  Administrative Information.  This is a major revision to the previous instruction; therefore, paragraph markings indicating additions, deletions, and revisions have been omitted.





4.  Background.  CMEO at the command level consists of personnel management and development practices which provide equal access to training, promotions, job assignments, military justice, and personal services, ensuring fair treatment for all personnel. CMEO is two�fold:





    a.  It promotes command morale and quality of life; and





    b.  Provides maximum effectiveness in utilization of Naval Station Mayport's human resources.  Reference (a) emphasizes the chain of command's responsibil�ities in these areas and constitutes the minimum requirements for identifying, assessing, and resolving equal opportunity issues within the command.  Reference (b) establishes reporting requirements of command demographics to assist in monitoring and evaluating the command's equal opportunity climate.





5.  Discussion.  The achievement of an environment of equal opportunity is essential to attaining and maintaining a high state of morale, discipline, and military effectiveness.  Positive actions to deter discrimination will aid in achieving this environment.  Command monitoring of internal practices and a periodic evaluation of the equal opportunity climate will enable the Commanding officer to take prompt action to counter perceived or real discriminatory practices.  CMEO requires:





    a.  A Command Training Team (CTT) to conduct Navy Rights and Responsibilities (NR&R) workshop training for all command personnel.





    b.  A Command Assessment Team (CAT) to collect and analyze command equal opportunity climate information for presentation to the Commanding Officer.





    c.  A Plan of Action and Milestones (POA&M) is needed to address identified issues and/or potential problem areas.





6.  Policy.  It is the policy of the Navy and this command to ensure equality of opportunity and treatment for all personnel regardless of race, creed, color, sex, or national origin.  Discrimination in any form will not be tolerated
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onboard Naval Station Mayport.  Uncorrected discrimination resulting in the denial of equal opportunity to any individual is cause for disciplinary action and may result in dismissal from the naval service.  CMEO emphasizes the chain of command as the medium for identifying and resolving command equal opportunity issues by providing a means to improve communications and awareness.  CMEO will not be used to circumvent, replace, or override the chain of command.





7.  Commanding officer's Policy Statement for Prevention of Sexual Harassment





    As Commanding Officer, I am personally committed to providing a work environment free of sexual harassment.  Sexual harassment is unacceptable conduct; it undermines the integrity of the employment relationship, debilitates morale, and interferes with the work productivity of the organization.





    It is the responsibility of every supervisor to ensure that any and every instance of sexual harassment is dealt with swiftly, fairly, and effectively. Individuals who are sexually harassed by supervisors, co�workers, or peers should make it clear that such behavior is offensive and report the harassment to the appropriate supervisory level. The chain of command shall be fully utilized.





    Complaints of sexual harassment may be filed through the Command Equal opportunity Program Specialist (EOPS), Station Judge Advocate, Mast procedures, or brought to the attention of the Inspector General. Substantiated complaints will result in appropriate action.





8.  Action





    a.  Commanding Officer shall:





        (1) Ensure equal opportunity is provided to all personnel onboard Naval Station Mayport per reference (a) and in the spirit of its goals and objectives.





        (2) Establish and maintain a Command Training Team (CTT) and Command Assessment Team (CAT) that are trained and certified by a CNET training Activity, a COMNAVAIRLANT mobile training team, or an Equal Opportunity Program Specialist (EOPS) (NEC 9515).





    b.  Executive Officer shall:





        (1) Continuously monitor the equal opportunity climate onboard Naval Station Mayport.





        (2) Ensure the proper administration of the CMEO program onboard Naval Station Mayport.





    c.  Equal Opportunity Program Specialist (EOPS) shall:





        (1) Assist in developing, implementing, and monitoring programs and procedures in support of the command's Equal Opportunity Program.





        (2) Organize the Command Assessment Team (CAT) and ensure proper team training and adequate manning.  Serve as advisor to the Executive Officer, chairperson of the Naval Station Mayport CAT, and monitor its effectiveness.





        (3) Organize the CTT and ensure proper team training, overall effective�ness, and adequate manning.  Also serve as the internal point of contact in areas concerning equal opportunity and NR&R workshops.
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        (4) Serve as the command point of contact in areas concerning equal opportunity, CMEO training, equal opportunity reports and command resource management requirements.





        (5) Conduct training for all command personnel on equal opportunity policies and programs.





        (6) Develop and design equal opportunity training aids (handouts, study guides/workbooks).





        (7) Conduct informal individual and/or group equal opportunity interviews to assess command environment.





        (8) Investigate, verify, and monitor alleged discrimination and sexual harassment complaints.





        (9) Establish and maintain files on equal opportunity complaints





       (10) Advise the Commanding Officer on the procedures for conducting formal equal opportunity complaint investigations.





       (11) Advise the Commanding Officer's appointed investigating officer on race/ethnic/gender/religious sensitivities which will assist in conducting equal opportunity investigations.





       (12) Brief the Commanding Officer on proposed revisions to the Navy's equal opportunity policies.





       (13) Compile and review the results of the equal opportunity annual demographic Command Assessment Report (CAR) listed in enclosure (1) and reference (b) and report the findings to the Commanding officer via the Executive Officer.





       (14) Keep the Commanding Officer and Executive Officer aware of the growth and development of CMEO and keep them abreast of the command equal opportunity climate.





    e.  Department Heads shall:





        (1) Maintain a positive equal opportunity environment �within their department per reference (a).





        (2) Ensure that personnel are managed equitably and that individuals are utilized in accordance with their demonstrated aptitude and skills.





        (3) Nominate personnel who meet the criteria set forth in enclosures (2) and (3) for the CAT and CTT.  Nominations are to be submitted in writing to the EOPS.





        (4) Comply with the provisions of this instruction and reference (a) as they pertain to areas of concern and potential problems and seek effective solutions.





        (5) Submit required demographic data inputs for semi�annual Command Assessment Report (CAR) to the command EOPS using enclosure (1) of this instruction.





        (6) Display the Navy's Grievance/Redress poster prominently within the department workspaces for all hands to view.
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    f.  	All Hands shall:





        (1) Bring to the attention of their chain of command, CAT representative, or the command EOPS real or perceived actions not in support of the Navy or this command's CMEO efforts.





        (2) Seek the guidance of CAT representatives or the command EOPS when filing grievance complaints to ensure proper action is taken.





        (3) Comply with the provisions of this instruction and reference (a) as they pertain to identifying areas of concern.





9.  Grievance and Redress of Complaints.  The chain of command must be responsive to individuals who exercise their right to report a perceived discrimination.  Apart from their individual merits, legitimate complaints can provide valuable information about existing patterns of discrimination within the command.  Taking firm positive action in cases of valid complaints lends credibility to the Commanding Officer's stated commitment to justice and equality of treatment for all personnel.  Service members have the right to present any legitimate grievance to the command without fear of intimidation, reprisal, or harassment, utilizing the procedures outlined in references (a) and (b).





10. Organization





    a.  	Command Assessment Team (CAT)





        (1) The chairperson will preside over all meetings and serve as spokes�person when presenting matters before the Commanding officer.





        (2) One primary and one alternate representative will be designated, in writing to the EOPS, from each department.





        (3) The CAT will be composed of a cross�section of the command in terms of rank, rate, and race.  Minority representation shall be consistent with minority population of the command, whenever possible.





        (4) Each representative shall comply with the duties and responsibilities in enclosure (2) and be responsible to the chairperson of the CAT.





    b.  	Command Training Team (CTT)





        (1) EOPS will manage the overall organization and scheduling.





        (2) One primary and one alternate representative will be designated, via memorandum to the EOPS, from each department.





        (3) Each representative shall comply with the duties and responsibilities in enclosure (3) and be responsible to the EOPS.





        (4) Minority representation shall be consistent with minority population of the command, whenever possible.











                                       R. T. ZIEMER





Distribution: (NAVSTAMYPTINST 5605.1Q)


List I
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ANNUAL COMMAND ASSESSMENT REPORT (CAR)





1.  Annual Command Assessment Reports (CAR) are to be maintained and updated by all commands per reference (a). The following departments/divisions shall submit CAR data worksheets to the Equal opportunity Program Specialist (EOPS) for	compilation and analysis annually, on 30 September, utilizing the format on tabs (1) through (5):





    a.  All Department Heads tab (1)





    b.  Career Information Program Manager (CIPM) � tab (2)





    c.  Legal officer � tabs (4) and (5)





    d.  Educational Services Officer (ESO) � tab (3)





2.  This information is submitted by numbers, race, and paygrade only; no names are used.  Information requested pertains to the time frame between 1 October and 30 September.  It is imperative that all statistics are accurate, complete, and submitted on time.


























































































































                                                             Enclosure (1)





TABS ARE LOCATED IN PAPER COPY ONLY.
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COMMAND ASSESSMENT TEAM (CAT) DUTIES AND RESPONSIBILITIES





1.  Guidelines for assignments:





    a.  Be a volunteer (preferred, but not required).





    b.  Have at least 18 months remaining onboard from initial assignment to CAT.





    c.  Have no disciplinary actions for 18 months prior to assignment to the CAT.





    d.  	Be highly motivated and career oriented.





2.  Responsibilities





    a.  Be thoroughly familiar with





        (1) OPNAVINST 5354.1C (Equal Opportunity Manual) 


        (2) Chapter 10, Navy Regulations 


        (3) Subchapter 10, UCMJ


        (4) NAVSTAMYPTINST 5354.2 


        (5) NAVEDTRA 7523�A





    b.  Obtain two 4" by 5" photo prints for placement on the command CAT picture board.  Pictures will be from the waist up in the working uniform. Deliver finished prints to the EOPS office.





    c.  Members will be removed from the CAT if awarded punishment at Captain's Mast or Court�Martial.





3.  Duties





    a.  Attend all CAT meetings.





    b.  Ensure all personnel within your department/division are familiar with the Command Assessment Team (CAT).





    c.  Bring matters before the CAT that cross departmental lines and cannot be dealt with at your level. Individual concerns or complaints which do not affect personnel outside division or department lines shall not be brought before the CAT.  Use the grievance procedures for seeking a solution to such areas of concern.





    d.  Develop and assist in monitoring the effectiveness of the Plan of Actions and Milestones (POA&M).





    e.  Assist each department head with screening and nomination of a replacement CAT member. Nominations are required at least two months prior to the transfer of the present member.
































                                                                 Enclosure (2)
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COMMAND TRAINING TEAM (CTT) DUTIES AND RESPONSIBILITIES





1.  Guidelines for assignments:





    a.  Be a volunteer (preferred, but not required).





    b.  Have at least 18 months remaining onboard from initial assignment to CTT.





    c.  Have no disciplinary actions for 18 months prior to assignment to the CTT.





    d.  Be highly motivated and career oriented.





    e.  Possess exemplary military appearance.





    f.  Be an E�6 or above (outstanding E�5 will be accepted).





2.  Responsibilities





    a.  Be thoroughly familiar with





        (1) OPNAVINST 5354.1C (Equal Opportunity Manual) 


        (2) Chapter 10, Navy Regulations 


        (3) Subchapter 10, UCMJ 


        (4) NAVSTAMYPTINST 5354.2 


        (5) NAVEDTRA 7523�A





    b.  Members will be removed from the CTT if awarded punishment at Captain's Mast or Court�Martial.





3.  Duties





    a.  Conduct the Navy Rights and Responsibilities (NR&R) workshops (6 hrs) when assigned.





    b.  Conduct other workshops supportive of the Command Managed Equal Opportunity (CMEO) effort, as defined by the Commanding Officer, Executive Officer, or CAT Chairperson.





    c.  Assist each department head with screening and nomination of a replacement CTT member. Nominations are required at least two months prior to the transfer of the present member.
























































                                                               Enclosure (3)
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DISCRIMINATION COMPLAINT/GRIEVANCE PROCEDURES





1.  Special Requests.  When a complaint cannot be immediately resolved between the persons involved with the help of the immediate chain of command, the first course of action is to submit a special request.  The complaint is written in a complete and factual fashion, attached to a request form and submitted to the Commanding Officer via the chain of command and the Command Master Chief.  This action must be done within five working days of the incident.





2.  Captain's Request Mast.  Every person aboard the Naval Station has the right to speak with the Commanding officer to voice a complaint or obtain assistance in resolving a problem.  This initiative should be followed if the first procedure fails.  Each individual in the chain of command has the responsibility to forward the request, regardless of whether or not the request is approved (Article 1151, of U.S. Navy Regulations).





3.  Informal Grievance Procedures





    a.  Resolution of a complaint should be attempted by the informal complaint process prior to using formal grievance procedures.





    b.  The following is a brief overview of the steps to follow when submitting or processing a complaint.  A more detailed explanation may be found in OPNAVINST 5354.1C.  The Command Equal Opportunity Program Specialist can provide assistance with filing a complaint.  The time constraints for the  procedures set forth are for timely resolution of complaints.  The operational posture of the command may necessitate deviation from these constraints.  In those situations, the chain of command is to ensure the complaint or grievance is processed expeditiously.





    c.  Action Steps and Recommended Time





        (1) Service member review his/her rights and responsibilities as they pertain to the filing of discrimination complaints and grievances.





        (2) Attempt to resolve the issue within two working days with the person or people involved.  Immediate chain of command's or CMEO's help may be requested.





        (3) If the issue cannot be resolved within two working days using step 2, complainant submits complaint in writing, being as factual and specific as possible.  Attach complaint to a Special Request Chit.





        (4) Special Request Chit with complaint attached is submitted to the Commanding Officer via the chain of command and Command Master Chief no later than five working days after the incident.





        (5) Special Request Chit with complaint attached is forwarded up the chain of command.  (LPO to LCPO to DIVO to Dept Head to CMC in two working days).  Each person in the chain of command should attempt to resolve the complaint.





        (6) Informal inquiry (not JAGMAN) of complaint is initiated (optional this point) within three working days.





        (7) If the complaint cannot be resolved using steps 5 and 6, a Commanding officer's request mast may be sought NO LATER THAN ten working days after the incident using a Special Request Chit via the chain of command.
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        (8) Commanding Officer's request mast held at the Commanding Officer's convenience.





        (9) Informal inquiry of complaint, if not accomplished earlier, is initiated within three working days (seven days if JAGMAN initiated).





       (10) Commanding Officer review findings and decisions with the complainant NO LATER THAN five working days (ten for JAGMAN).





4.  Formal Grievance Procedures.  It is the responsibility of the Commanding officer to inform the complainant of his/her right to initiate a formal complaint of wrongs if the findings or results of the informal grievance proceedings are considered to be unjust by the complainant.  The Commanding officer will appoint an individual to assist the complainant in preparing the complaint.  It is recommended that a complainant review the OPNAV instruction prior to using the Formal Grievance Procedures.
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