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COMMAND MANAGED EQUAL OPPORTUNITY CHECKLIST
	Equal opportunity (EO) is an essential element of continual process improvement to enhance quality of life. To ensure the basic systems are in place to promote a positive command climate, the following, at a minimum, must be accomplished:

	COMMAND MANAGED EQUAL OPPORTUNITY (CMEO)

	1. Is the CMEO manager’s appointment letter and training documentation maintained?  FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	2. Command Training Team

	a. Are CTT members formally trained?  FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO             Is the training documented?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	b. Is CTT size appropriate for the number of personnel assigned to the command?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	c. If any CTT member has not performed as a CTT member for over 24 months, has refresher training been completed?     FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	3.  Navy Rights and Responsibilities (NR&R) Workshop (or equivalent CPPD curriculum) and EO/SH/Grievance 
     Procedure Training

	a. Is the command conducting workshops for ALL newly reporting personnel?  FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO                               Are critique sheets routed through chain of command?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	b. Are all subjects presented as outlined in CPPD developed lesson plans?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	c. Is workshop training documented in each member’s training record?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	d. Is the command conducting annual EO/SH/grievance procedures training for all hands?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	4.  Command Assessment Team (CAT)

	a. Are CAT members formally trained?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO           Is the training documented?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	b. If any CAT member has not performed as a CAT member for over 24 months, has refresher training been completed?     FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	c. Do CAT members include, at a minimum, the Executive officer, one Department head, Command Career Counselor, Personnel Officer, Legal officer, CTT Leader, and CMEO Manager?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	d. Does the CAT meet periodically?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	e. Has the command conducted a command assessment within 90 days after change of command?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO            Are follow-on command assessments conducted annually?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	f. Are the results of command assessments supporting documentation maintained for at least 36 months?               FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	g. Is the command conducting follow-up reviews on Plan of Action and Milestones (POA&M) action items?              FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO               

	h. Are command personnel regularly debriefed on the status of command assessment action items (e.g., Captain’s Call, Quarters, Plan of the Day)?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	POLICY AND PROCEDURES

	1. Is the CMEO manager record file completed as required by this instruction?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	2. CMEO Manager record file at a minimum must contain the following:

	a. CMEO manager designation letter    FORMCHECKBOX 


	b. CMEO manager course completion letter     FORMCHECKBOX 


	c. Command policy statement(s)    FORMCHECKBOX 


	d. Results of command assessments for the past 36 months   FORMCHECKBOX 



	
POLICY AND PROCEDURES (con’t)

	e. Executive summaries from command assessments for the past 36 months   FORMCHECKBOX 


	f. Formal complaints for the past 36 months    FORMCHECKBOX 


	g. Informal complaints for the past 36 months     FORMCHECKBOX 


	h. CAT membership documentation   FORMCHECKBOX 


	i. CTT membership documentation   FORMCHECKBOX 


	j. EO echelon chain of command   FORMCHECKBOX 


	1) Equal Opportunity Advisor (EOA) point of contacts   FORMCHECKBOX 


	2) Maintain EO/SH complaint message serial log   FORMCHECKBOX 


	 3.  Has the commander sufficiently stated command policy on EO in writing, including the prevention of sexual   

      harassment, and on prohibiting reprisals against individuals who submit complaints?  FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO 

      Is policy throughout the command?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	 4.  Is command policy consistent with current, DOD, SECNAV and OPNAV directives?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	 5.  Has the commander ensured that all hands have received Informal Resolution System (IRS) skills training?

       FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	 6.   Are command personnel apprised of their rights and responsibilities regarding a formal complaint?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	 7.  Is the NAVPERS 5354/2 navy Equal Opportunity (EO) Formal Complaint Form readily available to command                   

      personnel?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO   
      Are command personnel aware of the avenues of formal complaint?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	 8.  Are posters displayed and filled out so all hands are aware of complaint procedures, the EO/SH Advice Line and the  

      IRS system?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	 9.  Is annual EO/SH training conducted?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO      IS SH training documented as required?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	10. Are complaints tracked to ensure resolution?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	11. Are formal EO complaints reported within the guidelines outlined in reference (h)?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	12. Does the command recognize and support ethnic observances?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	13. Are EOAs consulted for assistance as needed?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	14. Are command demographics for retention, discipline, advancement and awards reviewed by race/ethnicity, sex and             

      Pay grade/rank reviewed periodically?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	CAREER DEVELOPMENT

	 1.  Have qualified personnel been identified, encouraged and counseled to apply for commissions?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	 2.  Are assignments and collateral duties being made on the basis of talent and ability?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	 3. Is the CMEO Manager a member on Career development Boards (CDBs)?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	 4. Does CMEO Manager attend disciplinary proceedings?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	 5. Do supervisors participate in unit EO training as instructors, discussion leaders, or as resources for answering   

     questions?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO
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