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stantial number of changes and new procedures, this Manual should be completely
reviewed.

5. Certification. Reviewed and approved this d%te.
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THE MARINE CORPS BASE EQUAL OPPORTUNITY PROGRAM

INTRODUCTION

0001. PURPOSE. The purpose of the.Marine Corps Base Equal Opportunity Program is
as follows:

I. To delineate and identify the general concepts, principles, and objectives of
equal opportunity.

2. To provide guidance and instructions for the continued implementation and
management of the Ma@ine Corps Base Equal Opportunity Program (EOP).

3. To provide implementing instructions for Marine Corps Base Affirmative Action
Plan (AAP).

0002. APPLICABILITY. The provisions of this Order apply to Marines, all other
.Armed Forces personnel assigned to or serving at Marine Corps Base, civilian
supervisors of military personnel, civilian employees, and nonappropriated fund
employees providing services to military personnel. The policies and provisions
of the Equal Employment Opportunity (EEO) Program concerning civilian personnel
employed by Marine Corps Base are provided in a separate Marine Corps Base
directive and are not covered in this Order.

0003. POLICY. Consistent with the concepts, principles, and objectives of the
Marine Corps Base Equal Opportunity Program, it is the policy of the Commanding
General that:

i. All military personnel be assured equal opportunity without regard to race,
color, religion, sex, age, or national origin consistent with requirements for
physical and mental capabilities.

2. Cultural, racial, gender, or ethnic diversity be accepted as a desirable
characteristic that exists within the American society and the Marine Corps,
and that this diversity be recognized in ensuring that all personnel are assisted
in attaining both their personal and professional goals.

3. Affirmative actions be developed, established, and maintained to eliminate
the effects of past discrimination and barriers to equal opportunity resulting
from institutionalized discrimination or lack of awareness regarding minority
groups.

v
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THE MARINE CORPS BASE EQUAL OPPORTUNITY MANUAL

CHAPTER 1

GENERAL INFORMATION AND DEFINITIONS

i000. GENERAL NFQRMATON. Ensuring that fairness and equality of opportunity are
extended to each individual is an inherent function of leadership at all levels.
The formalized initiatives of an equal opportunity program will not automatically
ensure equality to all individuals. Nor are these initiatives designed to replace
established leadership principles. These initiatives should e viewed as
management development actions based on and supportive of traditional leadership,
i.e., the results of a continuous effort to improve personnel management.
Similarly, affirmative actions should be considered as goal oriented management
actions which take into consideration population diversity. Therefore, in
effecting the Commanding General’s policies, virtually every command action must be
scrutinized in terms of its potential equal opportunity impact. It must be
recognized that equal opportunity is not merely associated with assignment,
promotion, reenlistment and discipline, but transcends every aspect of life in the
military. Religious preference, housing and subsistence needs, child care,
community relations, recreational and educational opportunities all have very real
equal opportunity impact considerations, and must be constantly monitored and
addressed in any viable equal opportunity effort.

I. The actions directed by this Order are designed to:

a. Identify and monitor all command policies, programs, or procedures in which
discriminatory practices have occilrred or could occur, and to initiate affirmative
actions to either eliminate these practices or prevent their occurrence in the
future.

b. Eliminate prejudice or the perception of prejudice, and to promote
professional and harmonious personal inter-relationships among all military
personnel.

c. Create an atmosphere which encourages both the professional and personal
advancement of all individuals without regard to race, color, religion, sex, age,
or national origin.

d. The chain of command will be continuously emphasized as the primary and
preferred channel for correcting discriminatory practices and for overall
coordination and communication relative to all equal opportunity matters.

e. Effective management of the command internal information program and
command public affairs program will assist commanders in demonstrating their
commitment to a policy of equal opportunity. The role of the Joint Public Affairs
Officer in support of all equal opportunity objectives cannot be over emphasized.

1001. DEFINITIONS

I. qtion Step. Task-oriented steps; manageable and logically sequenced tasks;
the effort required to achieve the objective.

2. Affirmatv.ction (AA). Any action directed toward the implementation and
advancement of the concept of equal opportunity.

3. Affirmative Action Plan (AAF). A management document consisting of formalized
affirmi’ve cti’o’6s With quantifi’able goals and milestones, used to bring about the
accomplishment of equal opportunity program objectives.

4. 6nalysis of Variance. Summary of specific problems encountered, actions taken
during the report{nperiod to counter problems, and additional resources needed
for goal achievement.

5. Bias. A mental leaning or inclination; partiality; prejudice.
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I001 THE MARINE CORPS BASE EQUAL OPPORTUNITY MANUAL

6. Category. A specifically defined division in a system of classification.

7. Discrimination. An act, policy, or procedure that arbitrarily denies equal
opportunity 6ecause of race, color, religion, sex, age, or national origin to anindividual or group of individuals.

8. Equal Employment Opportunity (EEO) Program. The comprehensive program throughwhich the Marine corps implements is policy to provide equal opportunity in
employment for all qualified civilian personnel.

9. Equal Opportunity. A concept which requires that the objectives of fair andequal treatment and equality of opportunity for all be applied to all managementfunctions and leadership actions.

i0. Equal Opportunity in Off-Base Housin@. The portion of the Marine Corps EOPthat supports the-Department 6f Defense’s (DoD) and the Marine Corps’ goals toeliminate discrimination against military and DoD civilian personnel in off-basehousing.

II. Eal OpDqrtunity pogram The cumulative efforts of Marines to achieve equalopportunity. These efforts range from positive and planned actions to attainstated equal opportunity objectives, goals, and/or milestones outlined in aformalized AAP to the integration of equal opportunity considerations into thedecision process of management and command actions.

12. Ethnic Group. A’ segment of the population that possesses common
characteristics and a cultural or national heritage significantly different fromthat of the general populption.

13. Human Relations. The social relations between human beings; a course, study,o program designed to develop better interpersonal and intergroup adjustments.

14. Individual Actions. Voluntary efforts by Marines to apply their leadershiptraining outs{de the classroom, beyond what is normally expected of their grade andduty assignment.

15. Institutional Discrimination. Policies, procedures, and practices which,intentionally, led to different[al treatment of selected identifiable groups andwhich, through usage and custom, have attained official or semiofficial acceptancein the routine functioning of the organization

16. Milestones. Measurements of projected progress in terms of quantifiable
values or points in time when a task should be accomplished.

17. Minority. A group which differs from the predominant section of a largergroup in one or more characteristics; e.g., ethnic background, language, culture,or religion and, as a result, is often subjected to differential treatment. Raceand ethnic codes of minorities are published in the current edition of MCO P1080.20(JUMPS/MMSCODESMAN). For the purpose of implementing the provisions of this
Manual, use race and ethnic codes as defined in paragraphs: 1108 and 1109 of theJUMPS/MMSCODESMAN.

18. Objective. Defines the basic result desired.

19. Prejudice. The holding of a judgment or opinion, without regard to pertinentact, that is typically expressed in suspicion, fear, hostility, or intolerance ofcertain people, customs, and ideas.

20. Proposed Correctiv Action. Identifiable corrective plan for the achievementof a goal.

21. Race. Any of the major biological divisions of mankind distinguished by colorand texture of hair, color of skin and eyes, stature, bodily proportions, or theirgenetically transmitted physical characteristics.
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22. Sexual Harassment. Influencing, offering to influence, or threatening the
career, pay, or job of another person in exchange for sexual favors; or deliberate
or repeated offensive comments, gestures, or physical cont&ct of a sexual nature.
Such actions are unacceptable regardless of time or place.
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THE MARINE CORPS BASE EQUAL OPPORTUNITY MANUAL

CHAPTER 2

MARINE CORPS BASE EQUAL OPPORTUNITY PROGRAM

2000. SCOPE. The total efforts of all military personnel are required to implementthe concept of equal opportunity. It is through command equal opportunity emphasisthat all efforts are formalized and directed into a continuous, effective andsuccessful program. The implementation of the equal opportunity concept in allfunctional areas is the responsibility of the commander. The areas of commandresponsibility listed in the following paragraphs are fundamental to the integra-tion of this concept and must be continuously addressed within the framework of eachcommand program. Appendix A provides a checklist which summarizes the majorrequirements of this Order.

2001. MONITORING OF COMMAND RACIAL/ETHNIC CLIMATE AND REPORTING OF RACIALSTATISTICS

i. Symptoms of discord may appear in various forms. Paragraph 3002 of the currentedition of MCO P5354.1 provides a list of indicators of unrest which must beperiodically reviewed to assess the racial/ethnic climate of the command.
2. When an incident occurs which meets the general criteria established inparagraph 3003 of the current edition of MCO P5354.1, it will be reported asrequired by the current edition of MCO P5350.6D.

2002. DISCRIMINATION AND SEXUAL HARASSMENT COMPLAINTS. The elimination of allvestiges of discrimination and seual’harassment is an’ ultimate goal of the MarineCorps Base Equal Opportunity Program. Commanders at all echelons must establishand promulgate responsive procedures through which all such complaints will bereceived, investigated, reviewed, and promptly resolved.

I. Sress the Request Mast procedure as the primary means for filing discriminationand sexual harassment complaints, and also identify the Board of Naval Records andthe UCMJ, Article 138 proceedings as an alternate means of initiating suchcomplaints.

2. Provide for a prompt investigation to be conducted by an officer or SNCO notdirectly involved in the complaint. If the allegation is directed against acommanding officer, the next higher command in the chain will convene theinvestigation.

3. Provide for review of the investigation at the command level.

2003. MILITARY JUSTICE

i. The most dominant area in which Marines perceive they are subjected to eitherdiscrimination or bias is in the administrati6n of military justice. To reduce thepossibility of this perception, and to ensure that military justice is administeredwith fairness and in complete compliance with the Manual for Courts-Martial (MCM1984) and the Judge Advocate General Manual (JAG Manual), the following procedureswill be followed:

a. All charges and nonjudicial punishment proceedings will be reviewed toensure that racial, ethnic, or sexual bias have not been.a factor in the accusatorystages or in the imposition of punitive measures.

b. All cases where bias is suspected will be investigated in accordance withparagraphs 31 and 32, MCM 1984, or Chapter 6, JAG Manual.

c. All command disciplinary statistics will be monitored for evidence ofpossible patterns of improper treatment of members within the command.

2. To further reduce any perception of unfairness in-khe administration ofmilitary justice, all nonjudicial proceedings will be published in the plan of theday, on command bulletin boards, or at daily formations. Minimum information to be
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2004 THE MARINE CORPS BASE EQUAL OPPORTUNITY MANUAL

published will include the grade, offense(s), and disposition each case.
Commanders may identify the offender by name if deemed appropriate. Additionally,
all available means will be utilized to inform and discuss with each Marine the
effects of disciplinary actions relative to every aspect of their career.

3. The establishment of an "open door" policy for all nonjudicial punishment
proceedings is strongly encouraged.

2004. TRAINING AND EDUCATION. The areas of training and education offer the
commander a primary means through which the equal opportunity program can be
implemented. The degree to which individuals are able to assimilate professional
training or participate in locally available educational programs, influences their
ability to improve professionally and technically. This, in turn improves
advancement and career opportunities. Educationally deprived personnel will be
identified and encouraged to participate in programs that will enhance their
opportunity for upward mobility. This can most efficiently be accomplished through
the development of affirmative actions specifically designed to increase the
effectiveness of all currently available training and education programs. The
following guidelines apply:

i. Individual unit training will be conducted. Pre-service educational background
could influence individual ability to meet the established training objectives.
Where it is determined that an individual’s poor performance in professional
training is the result of an educational deficiency, the individual will be
referred to a remed,al education program designed to increase basic skills
performance. This wl[l enhance the individual’s ability to both assimilate unit
training and to attain the proficiency necessary for professional advancement.

2. Marines whose performance is adequate, but whose.career opportunities are
limited because they are non-high school graduates, will be actively encouraged and
assisted in enrolling in the command high school completion program.

3. Leadership training conducted in conformance with the current edition of MCO
5390.2 is designed to enhance the development of those professional capabilities
necessary for increased grade and responsibility. Included among the objectives of
leadership training are many of the objectives of the Equal Opportunity Program.
Therefore, as part of the leadership training program each Marine will receive
specific training which outlines the concepts of the command equal opportunityprogram. Unit equal opportunity objectives will include, as a minimum, topics
which address the goals of the program, sexual harassment, discrimination and
affirmative action. All such training will be documented in unit training
records.

4. Marines will be encouraged to participate in special training programs, such as
the Marine Corps Apprenticeship Program and correspondence courses, as a means of
enhancing professional development.

5. The role of continued education development as a further means of enhancing a
Marine’s personal and professional career must be continuously emphasized.
Programs will be established at all levels of command to nsure dissemination of
information on off-duty education and active participation in such programs will be
encouraged. Statistical data submitted in accordance with Appendix B will be
utilized to both evaluate progress in this area and to establish realistic goals
for associated affirmative actions.

2005. CAREER DEVELOPMENT. The Equal Opportunity Program cannot be perceived as
successful if equality of opportunity for promotion and upward mobility are not
ensured. Aside from the obvious career development enhancement actions discussed
in the previous paragraph, the following active measures will be initiated and/orcontinued:

I. All members of the command will receive counseling concerning service record
book entries relative to conduct and performance, trainin@ records, itness
reports, and all other matters which may affect promotionl opportunities and
career development. Individuals eligible but not recommended for promotlon will be
informed as to reasons therefore and to the extent practicable, be actively
assisted in eliminating any correctable deficiencies.
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2. All formal screening boards for promotion, school or special programs will becomposed of representatives of all sex and ethnic groups whenever feasible. It isentirely appropriate and recommended that such boards contain female representationeven when women Marines are not actually being considered by the board.

3. Statistical data on promotions and reenlistments, school assignments, andvarzous commissioning programs will be continuously reviewed to ensure bias has notbeen a factor in either advancement or selection. Special attention must bedirected toward informing all individuals of the opportunities for specialadvancement programs, and affirmative actions established toward increasing minorityapplications for commissioning programs and the Broadened Opportunity for OfficerSelection and Training (BOOST) Program.

2006. ASSIGNMENT/REASSIGNMENT. To ensure equality of assignment to primaryduties, work details, fill transfer quotas, and to prevent the perception ofinequality in these areas, the following guidelines apply:

i. Assignment to primary duty will be based solely upon grade and occupationalskill requirements. Personnel will not be denied assignment to any billet forwhich they are otherwise qualified because of race, color, creed, sex or nationalorigin.

2. Within legal limitations, women Marines possessing required occupational skillswill be assigned to any billet commensurate with their grade and physical ability.
3. Assignments to command billets will periodically be reviewed to ensure a
proportionate distribution of qualified minorities have been assigned to thesebillets.

4. Assignments to work details will be made in accot’dance with the command’s equalopportunity policy and these assignments will be published and widelfdisseminated.

5. Within the constraints imposed by physical, training, and sexual differences,assignments to specific military police and security watch duties, including gatesentries, will provide for minority and women representation.

2007. 6DMINISTRATIVE DISCHARGE. Discriminatory bias will not be a factor inadministrative discharge actions. Each recommendation for administrative dischargeaction prior to expiration of active service (EAS) will be reviewed under theprovisions of the current editions of MCO P1900.16, MARCORSEPMAN, or Marine Corpsbulletins (1900 series), to ensure that bias has not been a factor in the
recommendation for discharge. Command discharge statistics will be maintained andreported as directed by Appendix B, and will be monitored at all echelons of commandto determine any patterns of systemic discrimination in the initiation ofadministrative discharge proceedings.

2008. RECOGNITION Appropriate recognition of 1ndvidual achievementenhances individuaI’behav{or and morale, and contributes dlrectly to unitefficiency and readiness. All Marines must receive just consideration for formalrecognition, commendation, decoration, etc., and the sme standards for
recommendation will be applied equally to all members of the command.
Recognition data will be maintained and reviewed regularly to ensurediscriminatory trends do not develop.

2009. BARRACKS/LIVING AREAS. Racial/ethnic segregation in barracks and otherliving areas is prohibifed. Commanders must ensure that any voluntary segregationwhich takes place in barracks reading rooms dring off-dutyhours does not result from or reflect discriminatory practices.

2010. USE OF BASE AND UNIT FACILITIES. The services available at all base andunlt facilities, especilly’s{vice oriented facilities, must be responsive to theneeds of all segments of the command. The affirmative action initiativesidentified for each of the below listed command servips acilities will bemonitored to ensure they Continue to support the concepts of equal opportunity andnondlscrimination.
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i. Exchange Servzces. The Mar.he Corps Exchange and Convenzence Store(s) will
carry an adequate selection of Inority-oriented products such as hoilet articles,
magazines, greeting cards, records, etc. All barbers and beauticians employed in
exchange barbershops and beauty salons wzll be trained and qualified to provide
service to all racial/ethnic groups. To the extent possible the Exchange Consumer
Board will containadequate representation by women and minorltles.

2. Commissary. To the degree practicable within the constra,,ts imposed by storage
and ales space, the commissary will stock those foods and products frequently
requested by minority groups. Tm the extent possible, the Commissary Consumer Board
will contain adequate representation by women and minorities.

3. Entertainment/Recreational Facilities. Entertainment and recreational facilities
will provide programs of sfflcien diversity to appeal to the preferences and needs
of all Marines. The emonstrated interest of all minority and women Marines must be
assessed and included in the planning 9f all base and unit sponsored recreational
actlvities. Library facilities, barracks reading room and other reading areas must
provide a representative selection of minority and female-oriented books, magazines,
periodicals, and/or newspapers among those reading materials regularly purchased at
Ma ne Corps expense.

20I. HOUSING. The provisions of Chapter 4 of the current edition of MCO P5354.1
and he current edition of MCO PII000.15 will be implemented to ensure complete
fairness and equality in both assignment o base housing and/or referral to off-base
housing acilitles.

2012. CIVILIAN COMMUNITY RELATIONS. Specific actions to De taken to both promote
sound civilian community reltion and prevent discriminato, practices toward
Marines within the civilian community are addressed in the :[rent edition of MCO
P5154.1. It is the responsibility of all officers and staff noncommissioned
officers to assist the command in dentlfing and eliminating any discriminatoryracces encountered by Marines or their dependents in the surrounding community.
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CHAPTER 3

DEVELOPMENT AND ADMINISTRATION OF THE AFFIRMATIVE ACTION PLAN
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CHAPTER 3

DEVELOPMENT AND ADMINISTRATION OF THE AFFIRMATIVE ACTION PLAN

3000. PURPOSE. The primary purpose of the AAP is to establish procedures for
evaluating the progress of the equal opportunity pogram within the command, to

provide the framework for consolidated and standardized documentation, and to
develop or revise equal opportunity objectives.

3001. MAINTENANCE OF STATISTICAL DATA. Appendix B sets forth the procedures for
collection, reporting and reviewing the statistical data required to support the
attainment of the command’s equal opportunity ob3ectives.

3002. Command Affirmative Action Plan (AAP). Appendix D provides guidelines for
the establishment of the AAP. The AAP will be published and updated annually by
separate bulletin.

3003. ACTION

i. Activity Heads

a. Ensure widest dssemination of and compliance with the policy and equal
opportunity concepts contained in this Order.

b. Establish procedures through which discrimination and sexual harassment
complaints will be received, investigated, reviewed and promptly resolved.

2. Unit Commanders

a. Unit commanders will implement the policies and requirements detailed in
paragraph 1000 of this Order.

b. Maintain and report unit racial/ethnic statistics in accordance with
Appendix B.

c. Appoint, in writing, a unit equal opportunity officer.

d. Ensure that unit request mast directives identify request mast as the
primary means for surfacing discrimination and sexual harassment complaints.

e. Employ the use of racial/ethnic identifiers on copies of unit
correspondence and records as described in Appendix B.

3. Assistant Chief of Staff, Manpower. Provides overall management of equal
opportunity and aff{rmativ action ’programs; appoint, in writing, a command equal
opportunity officer; establish information programs as well as active measures to
assist commanders in their career and educational development programs and ensure
officer and enlisted assignment procedures meet the guidelines established in
paragraph 3003.7.

5. Staff Judge Advocate. In conjunction with unit commanders, carry out the
provisions of paragraph 3003.7.

6. Joint Public Affairs Office. Initiate the affirmative action steps detailed in
paragraph 3005.1"of the current edition of MCO P5354.1B to promote ea,]al treatmen
for Marines and their dependents in the civilian community; ensure the command’s
public information efforts, and support the Marine Corps Base coitment zo equal
opportunity.

7. Marine Cors Base Eual Opportunity Officer. SuDe-:ise, coordi
the progress o the Ma_le Corps Base qal Opporunt’:" rogram in accordance
this Order; collect, analyze, and maintain the statfst’_:-i daa ide.-_ified

Appendix B; develop and publish an annual AAP and cemply
instructions contained in the current edition of MCO
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APPENDIX A

CHECKLIST FOR COMMANDR

i. General. This appendix, together with Appendix H of MCO P5453.1B serves as anequal’ opportunity checklist for commanders.

2. Synopsis of Command Action Requirements
a. "Ensure the CMC Equal Opportunity Statement is received, posted and widelydisseminated throughout the command.

b. Maintain and report command minority statistical data, as set forth inAppendix B. Data will be maintained for a minimum of two years.
c. Review collected minority statistical data to monitor progress in attainingEO objectiveslidentify areas requiring affirmative action or command emphasis, andto serve as a basis for updating established affirmative actions.
d. Review all command judicial, nonjudicial, and administrative proceedings toensure ethnic or sexual bias has not been a factor.
e. Publish the final results of all judicial proceedings and nonjudicialpunishments.

f. Consider the establishment of an open door policy for all office hourproceedings.

g. Use the Troop Information Program, the chain of command, and whereappropriate, human relations counsels to support the command equal opportunityprogram.

h. Ensure wide dissemination of locally available educational opportunities,remedial skills programs, and career advancement programs.

i. Ensure minority and female representation on formal promotion school, andother enlisted screening boards.

j. Ensure that equal opportunity, discrimination, and sexual harassment topicsare included in organizational leadership training programs.
k. Ensure Marines are adequately counseled concerning the effects of discipli-nary action, SRB entries, and educational status, etc., on promotion opportunities.
I. Ensure assignments to primary duty, command billets, and military policeduty are made in accordance with the provision of paragraph 2006 of BO 5354.1B.
m. Ensure a non-segregation policy in organization barracks and living areas.
n. Ensure organizational recreational and lounging facilities includeprograms, services, and materials which accommodate the requested needs of allMarines.

o. Ensure the request mast procedure is understood to be the primary channelthrough which sexual harassment and discrimination complaints are to be surfaced.
p. Develop, implement and maintain an AAP.

q. Implement, as a minimum, those applicable affirmative actions included inAppendix D of BO 5354.1B.

r. Submit affirmative action reports in accordance with Appendix D of BO5354 .lB.

s. Upon completion, submit a copy of the organization AAP to the CommandingGeneral (Attn: AC/S, Manpower).
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APPENDIX B

STATISTICAL DATA COLLECTION, MANAGEMENT, AND REPORTING

I. General. In developing, implementing, and managing the Command Equal

Opportunity Program, it is essential that specific statistical information

concerning minority and female members of the command be maintained and utilized.

Through the accurate maintenance and review of these selected pe_rsonnel racial/

ethnic statistics, commanders will be able to:

a. Identify areas requiring development of specific affirmative actions to

obtain their stated equal opportunity objectives.

b. Identify areas requiring additional command emphasis or attention.

c. Measure the command’s progress in the equal opportunity program, to include

obtaining that information ended to statistically update and report attainment of

affirmative action milestone progress.

* 2. Requirements

a. Unit commanders will be required to collect, maintain, and analyze the

statistical information contained in the Command Military Personnel Race/Ethnic
Report !Appendix C). This data will be compiled quarterly and reported to the

Commanding General (Attn: AC/S, Manpower).by the fifth working day following the

end of each quarter (Report Symbol MANP-5354-01). To ensure the validity of this

data, it is imperative that every Marine within the command is assigned a proper
race/ethnic code and that this code is properly documented in the Manpower Manage-

ment System (MMS). The current edition of MCO P1080.20 provides guidance con-

cerning the assignment of race/ethnic codes.

b. To assist in the rapid and accurate retrieval of race/ethnic statistics,

file copies of all pertinent administrative paperwork such as unit punishment

books, charge sheets, request masts, forwarding endorsements, etc., will be

conspicuously annotated with the individual’s race/ethnic identifier.

c. Commanders should review all compiled statistical data regularly to ensure

they are aware of any significant trends which may develop.

d. Statistical data will be maintained by the originating unit for a minimum

of two years, after which, at the discretion of the commander, it may be

destroyed.

3. Special Reporting Requirement. The following information must be submitted

annually as an enclosure to the affirmative action update report. (Submitted by

the 20th day following the end of fiscal year.)

a. Marines assigned EO/AA duties by grade, billet title, race/ethnic code,

sex, and indicate whether full or part-time billet.

b. Marines assighed to remedial skills programs, such as Basic Skill Education

(BSEP), English as a second language, etc., by title of program, grade, race/ethnic

code and sex.

:. Marines assigned to formal military schools, such as Staff Noncommissioned

Officer Academy, NCO School, etc. by grade, race/ethnic code and sex.

d. Equal opportunity training completed for officers ad enlisted during the

reporting period. This will include average onboard strength, number of persons
who received instruction and specific topics covered.

e. List number by grade, race/ethnic codes and sex of those officers and

enlisted Marines who received courts-martial, nonjicial punishment, pretrial

confinement and those serving sentence at the end of the reporting period. Comm.,en

on statistically significant variations.

Ch
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f. List discrimination complaints compiled on the basis of race, e_gion,

sex, or national origin. Include statistics on numbers confirmed and a compilation
of actions taken.

g. Sexual harassment will be shown as a separate reporting category. State

the number of complaints by grade, sex,-race/ethnic code of complainant, type of

complainant to the alleged harasser (peer, subordinate, supervisor) and the

disposition of each complaint.

(I) Provide a narrative of action taken for confirmed complaints.

(2) Provide a narrative of action taken to prevent sexual harassment in
general.

4. All required reportable data is maintained at the organizational level. The
Visual Audit Sheet (VAS) is the primary source document for MMS related data and
must be accurately updated. All other information, such s commendations, awards,
separations, promotions, educational program participation, etc., must be obtained
through local screening of unit diaries, correspondence files, UPB’s, etc. While
one officer will normally be assigned to comDile and report equal opportunity
statistics: complete staff involvement in initial data collection will both
streamline collection procedures and ensure greater participation and awareness in
the cemmand equal opportunity efforts.

B-2
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II.

APPENDIX C

COMMAND MILITARY PERSONNEL RACE/ETHNIC STATISTICS FORMAT

REPORTING PERIOD: Quarterly

Total Total
White Black Hispanic Other MimoritZ Women Command

Total on Rolls

Number

Percentage

Promotions

A. To Sergeant

I. Eligible

2. Promoted

B. To Corporal

I. Eligible

2. Promoted

C. To Lance Corporal

i. Eligible

2. Promoted

III. Recognition

A. Medals

B. Certificates of
Commendation

IV.

C. Other

(Meritorious Masts and Letters of Commendation/Appreciation only.)

Education

A. Some College

B. High School
Graduate

C. Non-High School
Graduate

D. Number Enrolled
in Off-Duy
Education

i. High Bchool
raduate

2.
Schoo i
Gradu te

C-I
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Vo

VI.

VII.

VIII.

IX.

Discrimination/
Harassment Com-
plaints

A. Racial Dis-
crimination

B. Sexual Dis-
crimination

Total Total
White Black Hispanic Other Minority Women Command

C. Sexual Harass-
ment

Disciplinary Actions

A. NJP

B Courts-Martial
(all types)

C. Pretrial Con-
finement

Admin Discharges
Prior to Normal
EAS

A. Honorable

B. General

C. Other than
honorable

Peenlistments

A. Eligible (within
12 months of
EAS)

B. Recommended

C. Reenlisted

School/Training
Assignments

Unit training/specialized skill training.

(See MCO 1500.40)

No./%
Attending

C-2
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el.

Civiiin ducio, Levei
(Oicor and nlicco)

C.

E.

Auian/
I"uc i Ic

White Black Htpanic [ulandur

Aliiu"India,i/
AlauP,ml

Nutlvu

College (Hasher Degree)

College (liaccatauc,-uCu Degree

College (No Iegree)

|llgh Schoo! (Graduate)

Illgh School (Diploma nor
conl:erred, bur holB
equivalency)

Iligl Scloo/ (No Diploma)

Grade School Only

humber nolled
Oucalon

I. lligh School Complcion Goal

2. College

3. College (Graduatu)

4. tcacdtal 5klll Pro:;rams

Rcque Haul (otttcer

(tace KeiJgton, Sex or
NatoHal Octln)

CompJatn o Sexual
Ilacassmen



COHIqAII ,III, L’AI. PEF;SOI.;EL RACL/I’TL’II:IC REPORT

Request Has[; rot ohvr
rlJons

VII. Disciplinary Actions (Officer
and Enlisted)

Nhlte

Asian/ Indian/
Pacltic AIaska| Uther Torsi

llispanlc Islander Nat ive tlnknowtl (:otto.and

A. NJP

C. SPCH (W/O BCD Power)

D. SPCH (N/BCI) Power). GCH

I:. t;onl ned

1. Pretrial AAItA

2. Serving sentence

VIII. bJscl|arges Prior to Normal

IX.



GOHtiAi) HILITARY PER,qOINrI. K,\ii:./k’Tl!:lIC I:M’O!{T

CollaslonIHi Protrams (EnliLcd)

CnlleCed CommlssioniHg
Program (Et;P)

Asian/
Pacii|c

Applied

2 Eligible

3 Recommended

B. Harine Corps Enlisted Commissioning
Education Program (HF-CEP)

Applied

2 Eligible

] Recommended

C. Broadencd Opportunity for Officer
Selection and Training (BOOS’[’)

Applied

2. Eltglble

3 Reco:cHdcd

1;. Naval Academy Preparatory Sclool
(NAPS)

Am.
nd ian/

Alas},aH

Hative [hknown
Total
Command



titite ltlack. arrunt ,d,icer (Uu) Program

I. Appl led

2. Eligible

3 Recoltended

X[, Colllanlld alld Command Related Billet
Asignmen (Offlceru)

lllet Available

XI1. Mlil[ary School

A. Local

B. Formal Schoola

2. hr./ Aslgncd

:.amc/Grade Primar

0
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APPENDIX D

GUIDELINES FOR THE ESTABLISHMENT OF THE COMMAND AFFIRMATIVE ACTION PLAN

General

a. An Affirmative Action Plan (.tP) formalizes all ongoing initiatives
directed toward the attainment of command equal opportunity objectives.
Its primary purpose is to define procedures for evaluating the progress of the
Base Equal Opportunity Proqram, and to provide the framework for consolidated
and standardized documentation and reporting of specific affirmative actions
designed to meet those objectives.

b. The development of an P does not imply offering preferential treatment
to minorities and women. Affirmative actions (AA’s) help ensure that these

groups are not denied the same opportunity to compete and excel as their majority
their male peers. Simply stated, race, ethnic group or sex should not be detri-
mental to an individual’s opportunity to advance, nor should these factors be
used as criteria for rewarding where reward is not merited. A commander’s
commitment to supporting affirmative action must reflect the approach that
equality of opportunity is for every person, not just for minorities and women,
and that it is everyone’s responsibility.

2. AAP. The MCB AAP will be issued and update annually as a separate
bullet--n in the 5000 series. This plan provides specific guidance concerning
the administration of the AAP and contains all currently effective affirmative
actions. It will be used in conjunction with the provisions promulgated in Chapter
4, reference (a).

3. eurements. All unit commanders are required to maintain a copy of the Base
AAP.

D-1
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CATEGORY

Assignment

Training add
Education

Training and
Education

Training and
Education

Recruiting/
Accession

Discrimination
Complaints

Recogni=ion

Discipline

Separations

Promotion

Commissary

Recreational
Programs/
Facilities

Entertainment
Programs

MCX

LIS OF EFFECTIVE MCB AFFIRMATIVE ACTIONS

NUMBER SUBJECT RESPONSIBILITY

A-! Representation of Minorities and
Women in Command and Command
Related Billets

AC/S, Manpower
Unit Cmdrs

T-I A.’signment to Formal Schools AC/S, Training/
Operations
Un%t Comds

Participation in Off-Duty Education AC/S, Training/
Operations
Unit Cmdrs

T-3 Partic[paien in Remedial SkilLs
Prog.rms

AC/S, Training/
Operations
Unit Cmdrs

R/A-1 A’cesioD of Officers from witnin
the Marine Corps/Marine Cors
Reserv?

AC/S, Manpower
Unit Cmdrs

DC-I

R-I

D-I

S-I

Complaint/Incident Reports Bse inspector,
Unit Cmdrs

Rcognition of Performance AC/S, Manpower
Unit Cdrs

Discipline SJA
Unit mdrs

Administrative Discharge Adjutant
Unit ndrs

P-i Promohions im the Grade PFC AC/S, Manpower
through Sgt Unit ’mdrs

C-.1 Customer Sereices to Minorities AC/S, Logistics

P/G-2 Athletic and Recreatior.al Pregrams AC/S, MWR

EP-I ClJbs, Entertainment AC/S,

P/G-1 R-sponsible MCX Services AC/S, MWR

\NNEX-! TO
kPPENDIX O

<h !
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THE MARINE CORPS BASE EQUAL OPORTUITY MANUAL

AFFIRMATIVE ACTION FORMAT
MCB AFFIRMATIVE ACTION

2. "’UBJECT: 3. NUMBER:

4. OBJECTIVE:

5. BACKGROUND:

SIGNIFICANT ACTION STEPS: ’. MILESTONES AND GOALS’.’----

MILESTONE SCHEDULE
FY FY FY FY FY FY

ASSIGNMENT OF RESPONSIBILITIES:

9. REPbRTING AND TRACKING SYSTEM:

LEGEND:

ANNEX-2 TO
APPENDIX D

D-4
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EXPLANATORY NOTES

1. CATEGORY. One of those specified in annex I or one developed by the command.
2. SUBJECT. Precise program area within the general category.
3. NUMBER. The first letter of each category (see annex i) followed by anumbe----[--sequence.

4. OBJECTIVE. An objective is clearly stated, descriptive, and specific. It ismeasurable generally in quantified terms. It should set quantified measures or becapable of a specific accomplishment in a set timeframe.
5. BACKGROUND. A summary of the facts an rationale establishing the need for thesubje6t affirmative action.

6. SIGNIFICANT ACTION STEPS. Action steps are race-oriented, designed to solveproblems and t obtain e6blished goals. Action steps may be interrelated or aseries of individual steps, one-time or recurring. Completion of all action stepsshould accomplish the objective. Sub-objectives may also be listed in this spacewith their appropriate action steps.

7. MILESTONES AND GOALS. Milestones are target areas for progression toward theplanne’d goal to accomplish the objective. Milestones are tied directly to goalsand may be stated numerically, as a percentage, or to indicate a point in time whenan unquantified action step should be accomplished or undertaken. The milestonesschedule indicates those dates by which satisfactory progress toward goalaccomplishment is measured.

9. ASSIGNMENT OF RESPONSIBILITIES. Each AAP must designate specific individuals,officers, staffs, an’d/o6 commands as appropriate, that are responsible for theaccomplishment of action steps and/or objectives.

9. REPORTING AND TRACKING SYSTEM. Each AAP should describe and identify thereporting systems which will provide data to track progress toward accomplishingthe objective.

10. LEGEND. An explanatory list of the symbols used.

NOTE: Additional pages may be used.

ANNEX-2 TO
APPENDIX D
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SAMPLE AFFIRMATIVE FORM

TRAINING AND PARTICIPATION INEDUCATION REMEDIAL SKILLS PROGRAM

a. To improve MOS performance through increased participation of Marines inremedial skills programs.

b. To attain equal opportunity for career development through the increasedparticipation of minorities in remedial skills programs.

All Marines whose MOS performance would be enhanced through the improvement ofbasic computational, reading and writing skills are potentially eligible forparticipation in a remedial skills program. This type program has the furtherbenefit of providing minorities a significant and highly visible opportunity forcareer development by increasing their potential for upward mobility. Commandersshould recognize both the performance affirmative action benefits of the MCB BasicSkills Education Program (BSEP), and assign all basic skills deficient Marines toremedial training.

6. SIGNIFICANT dffN-gps

a. Develop and implement a system
to identify all enlisted Marines who
exhibit below-average MOS performance
due to basic skills deficiency.

b. Screen all Marines identified instep a. Eor assignment to BSEP.

c. Monitor Marines assigned to BSEP[,y the following racial/ethnic groupl.

Majority
Black
Hispanic
Other
Total minor [ty

d. Provide recommendations con-
cerning ways to improve the current
BSEP to facilitate maximum partici-
pation within the command.

MILESTONE SCHEDULE

FY FY FY FY FY
87 88 89 90 91

(Enter total number of
Marines assigned by
category and the category
percent of total participants)

D-6
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ASSIGNMENT ’6--’P’’fBI---L’IES:
AC/S, Training/Operations Steps a. and c.
Commanding Officers Steps a. through d.

9o REPORTING AN6"---fd-YSTEM:
AC/S, Training/Operations Report results of step c. annually in Command AAPupdates.

Commanding Officers Report results of steps c. and d. quarterly to "theCommanding General.

# Commence; * Maintain

ANNEX-3 TO
APPENDIX D
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[[" CATEGORY:

AFFIRMATIVE ACTION FORMAT
MCB AFFIRMATIVE ACTION

2. SUBJECt.:’-- "I. NUMBER{---"--

4. OBJECTIVE

STEPS:

FY FY FY FY FY

(Fundinq_as applicable)

PROPOSED CORRECTIVE ACTION/’GTIONS:

LEGEND:

ANNEX-4 TO
APPENDIX D
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EXPLANATORY NOTES

i. CATEGORY. One of those specified in annex 1 or one developed by the command.
2. SUBJECT. Precise problem area within the general category.

3. NUMBER. The first letter of each category followed by a number in sequence.

4. OBJECTIVE. An objective is clearly stated, descriptive, and specific. It ismeasurable generally in quantified terms. It should set quantified measures or becapable of a specific accomplishment in a set timeframe.

5. BACKGROUND. A summary of the facts and rationale establishing the need for thesubject affirmative action.

6. ACTION STEPS. For each action step, list planned and actual results underMilestone Schedule.

7. MILESTONES AND GOALS. Indicate timetable to include FY beginning and ending.Timetab should show:

a. Actual at beginning of FY.
b. Actual/planned for each FY milestone date.

c. Actual/planned for ending FY.

d. Planned at end of each subsequent FY.

8. ANALYSIS OF VARIANCE. Brief summary of specific problems encountered, actiontaken during e#iod to counter problems, additional resources needed for goalachievement, etc. If no problems, so state.

9. PROPOSED CORRECTIVE ACTION/RECOMMENDATIONS. Identify corrective plan forachievement of goal. Make recommendati6ns as appropriate.

i0. LEGEND. An explanatory list of ymbols used.

NOTE: Additional pages may be used.

ANNEX-4 TO
APPENDIX D
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