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SUMMARY of CHANGE

AR 690-12
Equal Employment Opportunity and Diversity

This regulation is certified current on 12 December 2019. Aside from the following administrative changes, no other
changes were made to certify the currency of this regulation—

0 Updates Department of the Army signature authority and the history, applicability, and distribution statements (title
page).

o Updates office symbol (title page and para E-5).
0 Adds a records management (recordkeeping) requirements paragraph (chap 1).

o Acknowledges the incorporation of Army Directive 2017-06, Promoting Diversity and Inclusion (hereby superseded)
(para 1-6 and chap 5).

o Acknowledges the incorporation of Army Directive 2016-25, Civilian Employee Redress for Sexual Orientation and
Gender Identity Discrimination (hereby superseded) (para 1-6 and app D).

0 Updates and realigns references (app A)
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History. This publication was certified
current on 12 December 2019. Aside from
administrative updates, no other changes
were made to certify the currency of this
regulation. The portions affected by this
certify current are listed in the summary of
change.

Summary. This regulation provides pol-
icy, guidance, and implementation instruc-
tions for the Department of the Army Equal
Employment Opportunity and Diversity
Programs. It implements guidance pub-
lished by the U.S. Equal Employment Op-

portunity Commission, U.S. Office of Per-
sonnel Management, and the Office of the
Secretary of Defense.

Applicability. This regulation applies to
the Regular Army and the U.S. Army Re-
serve, unless otherwise stated. It also ap-
plies to those organizations for which the
Secretary of the Army is the designated De-
partment of Defense Executive Agent. It
does not apply to the Army National Guard,
unless specifically made applicable by the
Chief, National Guard Bureau. This regula-
tion also applies to all activities of the Army
that are financed by appropriated or non-ap-
propriated funds and to all appropriated and
non-appropriated fund employees and ap-
plicants for employment.

Proponent and exception authority.
The proponent for this regulation is the As-
sistant Secretary of the Army (Manpower
and Reserve Affairs). The proponent has
the authority to approve exceptions or
waivers to this regulation that are consistent
with controlling law and regulations. The
proponent may delegate this approval au-
thority, in writing, to a division chief within
the proponent agency or its direct reporting
unit or field operating agency, in the grade
of colonel or the civilian equivalent. Activ-
ities may request a waiver to this regulation
by providing justification that includes a
full analysis of the expected benefits and

must include formal review by the activ-
ity’s senior legal officer. All waiver re-
quests will be endorsed by the commander
or senior leader of the requesting activity
and forwarded through their higher head-
quarters to the policy proponent. Refer to
AR 25-30 for specific guidance.

Army internal control process. This
regulation contains internal control provi-
sions in accordance with AR 11-2 and
identifies key internal controls that must be
evaluated (see appendix E).

Supplementation. Supplementation of
this regulation and establishment of com-
mand and local forms are prohibited with-
out prior approval of the Assistant Secre-
tary of the Army (Manpower and Reserve
Affairs) (SAMR-EI), 1500 Army Penta-
gon, Washington, DC 20310-1500.

Suggested improvements. Users are
invited to send comments and suggested
improvements on DA Form 2028 (Recom-
mended Changes to Publications and Blank
Forms) directly to Headquarters, Depart-
ment of the Army (SAMR-EI), 1500 Army
Pentagon, Washington, DC 20310- 1500.

Distribution. This publication is availa-
ble in electronic media only and is intended
for the Regular Army, the Army National
Guard/Army National Guard of the United
States, and the U.S. Army Reserve.
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Chapter 1
General Information

1-1. Purpose

This regulation establishes Department of the Army (DA) policies, responsibilities, implementing guidance and procedures
for administering the Army’s Equal Employment Opportunity and Diversity Program in accordance with Federal guide-
lines.

1-2. References
See appendix A.

1-3. Explanation of abbreviations and terms
See the glossary.

1-4. Responsibilities

Responsibility for implementing the Equal Employment Opportunity (EEO) policy extends from the Secretary of the Army
through the chain of command to commanders, managers, and supervisors at all levels. All Army organizations will de-
velop an EEO Program which satisfies the requirements of the Model EEO Program (see para 1-7). The essential elements
of the Model EEO Program are: demonstrated commitment from agency leadership; integration of EEO into the agency's
strategic mission; management and program accountability; proactive prevention of unlawful discrimination; efficiency;
and responsiveness and legal compliance.

a. The Assistant Secretary of the Army (Manpower and Reserve Affairs). The ASA (M&RA) is responsible for super-
vising the development and implementation of Army human resource (HR) policies, plans, and programs, to include the
EEO Program and diversity policy. The ASA (M&RA) serves as Director of the EEO Program and is the Functional Chief
for Career Program 28 (CP-28), EEO.

(1) The Deputy Assistant Secretary of the Army for Diversity and Leadership (DASA (DL)) performs delegated func-
tions and duties, as prescribed by the ASA (M&RA), and oversees the field operating agency responsible for developing
and implementing the Army EEO Program and diversity policy. The DASA (DL) serves as the Functional Chief Repre-
sentative (FCR) for CP-28, EEO.

(2) The Deputy Assistant Secretary of the Army for Civilian Personnel integrates EEO programs and diversity policy
into human capital and civilian personnel policy.

b. The Assistant Secretary of the Army (Civil Works). The ASA (CW) will ensure that engineering plans, policies, and
procedures comply with Federal accessibility guidelines and that collaborative efforts are made with stakeholders to correct
access issues, barriers, or other engineering matters.

¢. The Assistant Secretary of the Army for Installations, Energy and Environment. The ASA (IE&E) will—

(1) Establish policies and procedures, as required by Federal laws and guidelines, to eliminate architectural, transpor-
tation, and communication barriers that impact individuals with disabilities (IWDs).

(2) Ensure that facility accessibility surveys are conducted on a regularly scheduled basis to identify any architectural
barriers that impede IWDs.

(3) Establish plans and recommend priorities for removal of architectural barriers.

(4) Ensure that installation and infrastructure management policies and procedures include sufficient resources so that
serviced populations receive required EEO services mandated by Federal guidelines.

d. Chief Information Officer, G-6. The CIO/G-6 will ensure that EEO personnel have access to data, information, and
technology necessary to support the Army’s EEO Programs. In addition, all chief information officials will ensure that the
policies governing the acquisition, testing, usage, deployment, and evaluation of information technologies comply with
Federal standards related to accommodating IWDs. In the event of a Section 508 Complaint being filed against the Army,
the C10 will work with the appropriate command level EEO staff to develop a technical solution that addresses the issues
identified.

e. Commanders at all levels. The commanders will—

(1) Execute EEO programs and create an inclusive command climate in which it is clear to all Soldiers and civilians
that unlawful discrimination and harassment (sexual/non-sexual) will not be tolerated.

(2) Provide leadership, management, and resources to implement Armywide policy (see para 1-6) to develop proce-
dures that comply with Federal requirements and take steps to eliminate barriers to EEO.
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(3) Issue acommander’s policy memorandum upon assumption of command and annually thereafter expressing support
of EEO and diversity policy.

(4) Implement policies and programs designed to achieve a Model EEO Program.

(5) Ensure EEO services are provided directly to all civilian employees regardless of organizational configuration,
using command resources or official support agreements.

(6) Ensure EEO officials work directly for the commander or activity head and have full access to the command group
to perform advisory, programmatic, and management responsibilities.

(7) Ensure that the senior EEO official is a member of the commander’s personal staff and is rated or senior rated by
the commander. The commander may delegate first-line or daily supervision not lower than the chief of staff or deputy
commander.

(8) Ensure that all allegations of discrimination are promptly addressed in accordance with all applicable laws, regula-
tions, and procedures.

(9) Include the accomplishment of EEO requirements and objectives as critical elements in the performance appraisals
of all supervisors and managers.

(10) Annually evaluate employment policies and practices to identify and correct any institutional barriers that impede
accomplishment of the Model EEO Program.

(11) Locate the EEO office in an area that reflects importance of the EEO Program and is readily accessible to all
individuals seeking assistance. To ensure confidentiality, the EEO staff will not share open office space with non-EEO
personnel or be located within or around another office or function (for example, the civilian personnel office).

(12) Ensure sufficient resources are provided to achieve a Model EEO Program.

(13) Evaluate the effectiveness and success of EEO Programs for regulatory compliance, resource allocations, and ef-
ficiencies through the command program evaluation system. Report results to higher level authorities per the command’s
program evaluation requirements.

(14) Establish a continuing EEO Educational Program for civilian and military personnel who supervise civilian em-
ployees, and ensure that annual EEO training is completed by these supervisors.

(15) Establish an EEO Awards Program to recognize individuals and organizational units for outstanding achievement
in the implementation of a Model EEO Program.

(16) Ensure that Army public activities and operational areas are accessible, in accordance with Federal standards.
(17) Certify the organization’s Federal Agency Annual EEO Program Status Report (management directive (MD)-715
Report).

(18) Certify the organization’s annual Federal Equal Opportunity Recruitment Plan (FEORP).

(19) Certify the organization’s annual Disabled Veterans Affirmative Action Program (DVAAP) Plan.

(20) Ensure that the organization's Alternative Dispute Resolution (ADR) Program is implemented and that the appro-
priate level of management participates in individual ADR sessions when management and a complainant have agreed to
participate in ADR through the EEO Complaint Process per AR 690-600.

(21) Ensure fulfillment of civilian career management responsibilities in accordance with AR 690-950.

(22) Select EEO officials who have the required qualifications and demonstrated ability to meet Army professional
competencies based on the requirements established in this regulation.

(23) Ensure that deployed Army Civilians—

(a) Remain protected from prohibited discrimination, regardless of duty station, by providing an environment of mutual
respect, equality, and fair treatment.

(b) Continue to receive EEO services and support from their respective commands, prior to their departure and during
their deployment.

(c) Receive the current command EEO policy statement and EEO Complaint Procedures.

(d) Receive mandatory EEO training prior to the scheduled deployment, as appropriate. This applies to all civilians in
a deployed status (to include reassignments, details, temporary duty, permanent change of station, and so forth).

f. Deputy Chief of Staff, G-1. The DCS, G-1 will—

(1) Ensure EEO officials are involved in all efforts that impact the civilian workforce and human capital management
decisions.

(2) Ensure that completion of EEO training is recorded in the same manner as other required training for managers,
supervisors, and civilian employees.

(3) Ensure that the annual FEORP certification process is supported and work directly with EEO officials, Career Pro-
gram FCRs, as well as Army Civilian Training, Education & Development System (ACTEDS) officials to provide infor-
mation required to develop the plan and report annual progress and ensure fulfillment of civilian career management
roles/responsibilities in accordance with AR 690-950.

(4) Co-certify the FEORP along with the EEO officer and commander.
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(5) Ensure that the applicable information contained in the FEORP is included in the annual Federal EEO Program
Status Report.

(6) Ensure that EEO officials have command-wide data and information access to civilian personnel data required to
obtain information for program operations.

(7) Use Schedule A and other hiring authorities to ensure that the highest level of consideration is given to IWDs.

(8) Provide the EEO officer with a written analysis of recruitment activities sufficient to support the FEORP to include
providing the certifying officials with written descriptions and assessments.

(9) Take reasonable measures to enable applicants with disabilities to apply for jobs. Reasonable measures include
posting information about jobs in a manner that is accessible to individuals with mobility or other impairments, providing
a telephone number and telephone relay service, and publishing information in a manner that is accessible by visually-
impaired individuals.

g. Labor counselors, staff judge advocates, and the organization’s legal advisors. Labor counselors, staff judge advo-
cates, and the organization’s legal advisors will provide legal advice on EEO policy, procedures, and specific actions as
well as serve as the command legal representative in EEO matters, including EEO Complaints and ADR efforts.

h. Managers and supervisors. Managers and supervisors will—

(1) Support the Army EEO, Diversity and Anti-Harassment Policies.

(2) Enforce Federal organization policies, practices, and procedures in ways that support fair and equitable treatment
of personnel in all aspects of employment.

(3) Participate in the development of the command’s EEO and Diversity Program activities.

(4) Institute the necessary actions and programs to ensure that IWDs are provided reasonable accommodations.

(5) Use of Schedule A and other hiring authorities impacting IWDs when implementing human capital responsibilities.

(6) Provide and process requests for reasonable accommodations, in accordance with Federal laws and guidelines to
include making decisions on the requests and ensuring that the requests accommodate the workplace needs of the requestor.

(7) Ensure that the organization's ADR Program is implemented and that the appropriate level of management partici-
pates in individual ADR sessions when management and a complainant have agreed to participate in ADR, through the
EEO Complaint Process, per AR 690-600.

(8) Ensure fulfillment of civilian career management roles/responsibilities in accordance with AR 690-950.

1-5. Records management (recordkeeping) requirements

The records management requirement for all record numbers, associated forms, and reports required by this regulation are
addressed in the Army Records Retention Schedule-Army (RRS-A). Detailed information for all related record numbers,
forms, and reports are located in ARIMS/RRS-A at https://www.arims.army.mil. If any record numbers, forms, and reports
are not current, addressed, and/or published correctly in ARIMS/RRS-A, see DA Pam 25-403 for guidance.

1-6. Policy

It is the policy of the DA to provide EEO in Federal employment, consistent with Federal merit system principles and
applicable law, for all persons, to prohibit discrimination in employment because of race, color, religion, sex, national
origin, reprisal, disability, age, sexual orientation, gender identity, status as a parent, or other impermissible basis, and to
promote the full realization of EEO through a continuing diversity and inclusion program.

a. EEO policy applies to and must be an integral part of every aspect of personnel policy and practice in the employ-

ment, development, advancement, and treatment of the Army’s civilian employees, to the extent permitted by law. Any
employee who believes that he or she has been subjected to unlawful discrimination should contact his or her servicing
EEO office to pursue resolution of the matter and explore potential avenues of redress.
b. The U.S. Equal Employment Opportunity Commission (EEOC) has recognized that the prohibition on sex discrimina-
tion in Title VII of the Civil Rights Act of 1964 provides protections for persons who have been discriminated against
based on sexual orientation and gender identity. Claims of harassment and discrimination on the basis of sexual orientation
and gender identity will be reviewed and investigated to determine if unlawful employment discrimination has occurred.
Army civilian employees, former employees, applicants, and certain contract employees who experience harassment or
unlawful discrimination on the basis of sexual orientation or gender identity may seek redress through the Army EEO
Program.

¢. In addition to the protections afforded through the Army EEO Program, other administrative avenues of redress are
available, including the Office of Special Counsel, the Merit Systems Protection Board (MSPB), and, in some cases, ne-
gotiated grievance procedures pursuant to a collective bargaining agreement. Employees should review the rules and pro-
cesses associated with the different avenues of redress before deciding whether and how to proceed.

d. All Army employees should be able to perform their jobs in an environment free from any unlawful discrimination.
Army commanders and supervisors will continue to promote a work environment that is free from discrimination. Super-
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visors will notify employees about avenues of redress and encourage them to report instances of discrimination to their
supervisors and the servicing EEO office.

e. When made aware of problems, commanders, and supervisors should consult with their HR office, servicing civilian
personnel advisory center (CPAC), or agency legal counsel to ensure that appropriate steps are taken. All reports of dis-
crimination will be taken seriously and addressed promptly and properly. In some circumstances, this may involve taking
corrective action or disciplining those who discriminate.

1-7. Model Equal Employment Opportunity Program requirements

a. This regulation implements Army policy for establishing and maintaining effective affirmative action programs of
EEO under Section 717 of Title VIl (PART A) and effective affirmative action programs under Section 501 of the Reha-
bilitation Act (PART B) as required under both Title V11 of the Civil Rights Act of 1964, as amended; Section 2000e, Title
42, United States Code (42 USC 2000e) et seq.; Section 501 of the Rehabilitation Act of 1973, as amended; and 29 USC
791 et seq. A Model EEO Program effectively considers and addresses concerns arising under both Title VII and Section
501 of the Rehabilitation Act.

b. A Model EEO Program includes effective management, accountability, and self-analysis efforts to ensure program
success and compliance with EEOC 700-series MDs.

¢. Army human capital programs, policies, practices, and procedures will be evaluated annually to ascertain whether
they have any barriers that tend to limit or restrict equitable opportunities for open competition in the workplace.

d. Army activities are responsible to conduct annual self-assessments of their EEO Programs against essential elements,
as prescribed by EEO MD-715. Instructions for conducting annual self-assessments are provided in the instructions to
Federal agencies for EEOC MD-715.

e. EEOC MD-715 delineates the essential elements of Model Agency EEO Programs into six strategic categories.
Army activities are required to review their EEO and personnel programs, policies, practices, and procedures using all six
elements to identify where the EEO Program can become more effective and efficient. The six essential elements for a
Model EEO Program, as described in EEOC MD-715, are as follows:

(1) Demonstrated commitment from agency leadership. Requires the agency head to issue written policy statements
ensuring a workplace free of discriminatory harassment and a demonstrated commitment to EEO.

(2) Integration of EEQ into the agency's strategic mission. Requires that the agency’s EEO Programs be organized and
structured to maintain a workplace that is free from discrimination in any of the agency’s policies, procedures, or practices
and supports the agency’s strategic mission.

(3) Management and program accountability. Requires the agency head to hold all managers, supervisors, EEO offi-
cials, and HR officers responsible for the effective implementation of the agency's program.

(4) Proactive prevention of unlawful discrimination. Requires that the agency head make early efforts to prevent dis-
criminatory actions and eliminate barriers to EEO in the workplace.

(5) Efficiency. Requires that the agency head ensure that there are effective systems in place for evaluating the impact
and effectiveness of the agency’s EEO Programs as well as an efficient and fair dispute resolution process.

(6) Responsiveness and legal compliance. Requires that Federal agencies are in full compliance with EEOC statutes,
regulations, policy guidance, and other written instructions.

1-8. Program structure

a. EEO officials will directly interact with the members of the command and are responsible for informing the organi-
zation on the state of the EEO and Diversity Programs relative to implementing the Model EEO Program requirements
established in Federal guidelines.

(1) EEO officials advise commanders, managers, and supervisors, as well as employees and community leaders, on
Federal civil rights law compliance programs; manage the EEO Complaint Process and develop strategic human capital
plans in accordance with Federal laws, guidelines, and instructions.

(2) The EEO officer will manage and supervise the EEO Complaint Process and accept or dismiss EEO Complaints on
behalf of the Secretary of the Army in accordance with Federal regulations.

(3) Employees may file EEO Complaints at any local or closest EEO office, but the EEO officer will ensure that the
complaint information and case file is processed by the correct EEO office (see AR 690-600).

(4) The EEO staff will participate in the development of the organization’s goals, expectations, standards, vision, op-
erating methods, and culture, as well as the information related to the development of the organization’s human capital
demographic composition.

(5) The EEO relationship with the commander is one of extraordinary trust and confidence. EEO officials independently
operate within the command. To protect this independent and unique relationship, commanders will rate and/or senior rate
the EEO director.
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(6) The reporting structure will provide EEO officials direct access to the commander and senior leaders. The EEO
staff will be included as valued advisors on all matters in the management and implementation of the civilian personnel
human capital processes within the organization.

(7) All Army commands (ACOMs) and activities will be covered by a Model EEO Program through a formal agreement
that authorizes the supporting EEO officer to act for the supported commander and provides that the supporting EEO office
maintains a close working relationship with the supported commander.

(8) The EEO staff scope of activity includes everything for which the commander is responsible and over which the
commander exercises Federal authority. EEO staff duties are inherently governmental.

b. EEO officials will-

(1) Provide subject matter expertise, advice, and assistance to the commander in the management and execution of the
Model EEO Program and Diversity initiatives as required by Federal guidelines.

(2) Provide technical assistance and direct support in the implementation of Army EEO and Diversity Policies.

(3) Prepare the organization’s annual Federal Agency EEO Program Status Report using the EEOC 700-series MDs.

(4) Prepare the annual FEORP report and co-certify the report with civilian personnel officials and the commander.

(5) Prepare the organization’s portion of the Notification and Federal Employee Antidiscrimination and Retaliation (No
FEAR) Act report.

(6) Prepare the DVAAP report per applicable instructions.

(7) Using applicable Federal standards, measure the progress of the organization’s implementation of the Model EEO
Program and the demographical impact of human capital programs on civilian employees.

(8) Ensure that EEO Complaints are processed as prescribed in Federal guidelines.

(9) Ensure that EEO Complaints filed against the command are managed as prescribed by Federal guidelines.

(10) Ensure that complaints filed under Sections 504 and 508 of the Rehabilitation Act and the Architectural Barriers
Act are processed and reported, as prescribed in chapter 3 of this regulation.

(11) Establish and manage special emphasis programs (SEPs) to affirm the value of workplace Diversity and cultivate
a culture of inclusion.

(12) Assess the demographic representation of the civilian workforce, applicant flow data, and efforts based on Federal
guidelines, including Part 720, Title 5, Code of Federal Regulations (5 CFR 720).

(13) Provide an assessment of the EEO Discrimination Complaint Management Process to develop appropriate
measures to effectively implement Army EEO and Diversity Policy.

(14) Prepare EEO reports by directly using the tools provided with the Defense Civilian Personnel Data System and
the Army’s EEO Complaints Data System to provide information on respective programmatic areas.

(15) Ensure that the data in the EEO Complaints Tracking System is current and reflects the most recent case status and
that case data is entered at least weekly, as appropriate.

(16) Submit required reports, per each report’s instruction. All EEO offices, regardless of size and configuration, are
required to submit reports unless they are exempted by the DASA (DL).

1-9. Management of Equal Employment Opportunity-related data/information

a. The classification of individuals based on race, ethnicity, gender, disability, or national origin is governed by Federal
standards, such as the U.S. Office of Management and Budget Directives, U.S. Office of Personnel Management (OPM),
and the EEOC regulations and guidelines. The data will be used for reporting based on Federal reporting requirements,
investigating EEO Complaints, and verifying employment status by HR and EEO personnel. EEO related data that is linked
to a particular individual, including individual Standard Form (SF) 181 (Ethnicity and Race Identification (ERI)), disability
and medical data, is Privacy Act protected.

b. The collection, preparation, maintenance, storage, and safeguarding of the ERI and the disability data of employees
is to be accomplished in accordance with Federal guidelines including 29 CFR 1614, AR 25-1, AR 25-400-2, AR 380-
5, AR 25-22, and other Federal information security regulations.

¢. The DASA (DL) is the approving authority for granting access to data systems that collect, store, manage, or display
ERI, EEO Complaint information, or disability data. Information and data compiled, reported, and/or generated for the
purpose of EEO reporting and/or analysis and governed by EEOC 1600-series regulations, AR 25-2, and AR 380-67, will
be safeguarded based on governing Federal guidelines on information security, as well as those governing the protection
of individual ERI and personal identifiable information (PII).

d. EEO and/or HR permissions are data system record/field level access rules that manage the collection, storage, dis-
tribution, access to, and display of data or information that reflects an individual’s race, ethnicity, gender, disability, age,
medical history, family history, national origin, or any data elements that reflect the participation in protected activity or
classifications related to data used in the EEO process. This permission will be granted only to EEO, HR, and data pro-
cessing officials who provide direct support to EEO/HR reporting efforts.
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e. The DASA (DL) has delegated this permission to EEO, HR, and data processing officials who provide direct support
to EEO reporting efforts. Employees, whose official duties require access to this data, must be instructed on the confiden-
tiality and security of the information. Written delegation will be maintained in the approving and submitting EEO office,
but access will be granted only to EEO or HR officials having EEO and/or HR permissions. EEO personnel will have
access to all Army Civilian personnel data information systems based on the responsibilities and scope of EEO Program
requirements.

f. Participation in the EEO process is a protected activity that precludes the granting of information or access to indi-
viduals not directly involved in the EEO Program management process. Individuals requesting EEO/HR data for reasons
not directly related to EEO/HR Program requirements should be directed to other Federal data sources, such as OPM,
EEOC, Office of Management and Budget that host public access to Federal data.

g. Requests from the public for EEO related data will be treated as Freedom of Information Act requests and processed
under the provisions of AR 25-55 and AR 25-22. All release determinations regarding EEO-related data and P1I will be
coordinated with appropriate officials, such as the HR data security personnel, public affairs, and staff judge advocate
officials.

h. Individual reports that display individual PIl information are authorized to be developed, produced, and published
only by EEO and/or HR officials and automated data processing individuals who directly support EEO information sys-
tems. The data will be used to support EEO operations, such as EEO investigations and inquiries, and to validate data
aggregations and other information development requirements.

i. The dissemination of EEO-related information to Department of Defense (DOD) personnel outside of the EEO or
HR Program areas will be accomplished on a “need to know” basis by EEO, HR, and information security officials in
accordance with 29 CFR 1611 and AR 25-22.

Chapter 2
Special Emphasis Programs

2-1. Special emphasis program operations

a. The Army will establish and maintain SEPs to affirm the value of workforce Diversity, cultivate a culture of inclu-
sion, and implement human capital policies designed to recruit, develop, and retain the best and brightest of America’s
diverse talent pool.

b. SEPs implement Federal law, regulations, and Executive Orders by seeking to establish “affirmative programs” of
EO for all employees and applicants in accordance with 42 USC 2000e-6 and “affirmative action programs” for the hiring,
placement, and advancement of IWDs in accordance with 29 USC 791.

¢. SEPs are managed by EEO officials as programmatic functions inherent in the duties of an EEO professional; with
the assistance of SEP committees.

d. Each EEO office, regardless of size, serviced population or configuration will appoint EEO staff members as SEP
managers (SEPMSs) in such a way as to obtain the most efficient program results. These program efforts are driven by
information obtained from a thorough workforce or barrier analysis to provide actionable and measurable activities that
impact the organization’s human capital efforts.

e. Each SEP will engage stakeholders to develop actionable recommendations and solutions to address specific issues
related to fair treatment and equal employment. The results obtained will be included in the command’s Federal Agency
Annual EEO Program Status Report (MD 715 Report).

f. Each SEP will use common techniques based on relevant human capital activities inclusion rates and employment
factors related to employment status, disability, gender, and/or ERI; so that the analysis of each impacted group includes
aspects of race, ethnicity, and gender, as well as IWDs and Veteran’s status.

g. Each SEPM will be formally trained on the regulatory and operational requirements of their respective areas of
responsibility sufficiently to affirm the EEOC Model EEO Program self-assessment guidelines.

h. To achieve the overall objective of ensuring all Army employees have an EO to compete fairly in all aspects of Army
human capital activities, the Army conducts the following SEPs:

(1) The Federal Women's Program.

(2) The Hispanic Employment Program.

(3) Black/African American Employment Program.

(4) Disabled Veterans Affirmative Action Program (DVAAP).

(5) Asian American and Pacific Islander Employment.

(6) American Indian or Alaskan Native Employment Program.

(7) The Individuals with Disabilities Program.
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2-2. Special emphasis program committees

a. SEPs will be managed by the EEO staff and supported by a committee of stakeholders consisting of members of the
organization’s leadership, human capital community, the legal community, career program officials, resource management,
Inspector General, Chaplain, public affairs, facility engineers, protocol, military EO advisors, and the other members of
the installation community that can contribute to the development of recommended action plans.

b. At the discretion of the EEO officer, SEP committees will be managed based on local or command needs and re-
sources.

c. Each committee will be chaired by a member of the EEO staff to ensure that the committee focuses on command-
related human capital issues and that the SEP committees are managed and its activities documented in accordance with
AR 15-1.

d. Membership on an SEP committee does not authorize members to examine EEO information, PIl data, or data not
already publicly available. Committee members do not represent the command on EEO matters.

Chapter 3
Individuals with Disabilities Program

3-1. The Department of the Army
The Army is committed to providing reasonable accommodations to its employees and applicants for employment to en-
sure that IWDs have full access to EEO. The DA will-

a. Ensure accessibility to Army facilities, programs, activities, and information systems and provide reasonable accom-
modations to qualified IWDs in accordance with Federal guidelines.

b. Ensure that accessibility is provided to enable job applicants to participate in the application process and enable
IWDs the ability to perform essential job functions and enjoy benefits and privileges available to other employees.

c. Ensure that all electronic and information technology that is developed, procured, maintained, or used by the Army
is available to all Federal employees and the public in formats that provide equal access to IWDs in accordance with
Federal requirements.

d. Take affirmative measures to recruit and retain a civilian work force in which IWD, especially persons with targeted
disabilities and disabled Veterans, are represented in every major organizational element, occupational category, and grade
level.

e. Ensure that commands and organizations will coordinate with safety officers and other appropriate officials to ensure
that emergency evacuation plans account for and accommodate IWDs.

f. Ensure that applicants and employees in part-time, temporary, term, and full-time positions may request reasonable
accommodation as outlined in appendix C.

g. Ensure that responsible officials promptly process requests for reasonable accommodation and, where appropriate,
provide reasonable accommodation in a prompt, fair, and efficient manner.

3-2. The Army Individuals with Disabilities Program Manager
The DASA (DL) will appoint an Army IWDPM responsible for—

a. Developing and implementing policies which promote access for individuals with disabilities, to include disabled
Veterans and members of the public, as required by Sections 501, 504, and 508 of the Rehabilitation Act of 1973, and the
Acrchitectural Barriers Act.

b. Developing and implementing policies which promote the recruitment, hiring, and career development of persons
covered by special hiring authorities that impact persons with disabilities.

c¢. Interacting with public and private organizations involved in the placement of applicants with disabilities and provid-
ing information and training to hiring authorities to facilitate employment of applicants with disabilities in the Army.

d. Monitoring, evaluating, and assisting organizational efforts and activities to improve program effectiveness.

3-3. Installation Individuals with Disabilities Programs
Installation EEO Directors will appoint an IWDPM responsible for—

a. Collaborating with civilian personnel officials to collect Schedule A documents supporting potential job candidates,
to include certification of disability has been issued by a medical doctor, a medical professional, a counselor at the State
Vocational Rehabilitation Agency, or the Vocational Rehabilitation and Employment Service of the Department of Veter-
ans Administration, in accordance with 5 CFR 213.3102.

b. Advising managers about candidates available for placement in jobs under special hiring authorities.
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¢. Providing managers with information on reasonable accommodation and needs assessments for applicants and em-
ployees.

d. Providing advisory services to managers and employees on the implementation of reasonable accommodations.

e. Tracking, monitoring, and providing oversight of the organization’s reasonable accommodation policy and proce-
dures plan as required in AR 600-7.

3—-4. Removing barriers to access

a. The Army will continue to make its facilities, programs, and activities accessible as required by the Architectural
Barriers Act of 1968, as amended, Section 504 of the Rehabilitation Act of 1973, as amended, and Section 501 of the
Rehabilitation Act, as amended.

b. The Army will ensure that employees and members of the public with disabilities have access to information and
data comparable to that of persons without disabilities when developing, procuring, maintaining, or using electronic and
information technology, unless it is an undue burden to do so.

¢. Allegations of non-compliance under Sections 504 or 508 of the Rehabilitation Act may be filed with the U.S. De-
partment of Justice Disability Rights Section or with an EEO office. Complaints filed with an EEO office will be processed
in accordance with AR 600-7.

d. Allegations of non-compliance with the Architectural Barriers Act of 1968 may be filed with the United States Ac-
cess Board.

e. Allegations of non-compliance with Section 501 of the Rehabilitation Act will be processed in accordance with AR
690-600.

f. Training sites and schools will evaluate requests for reasonable accommodation submitted by employees as part of
the training application process or upon acceptance to participate in training.

g. Organizations will reasonably accommodate employees and guests who request accommaodation during group events,
whether such events are internal to the command or organization or occur during official travel. Group events include staff
meetings, informational presentations, and award and retirement ceremonies.

h. Reasonable accommaodations include sign language interpreting; communication access real-time translation or real-
time captioning; assistive listening devices, such as video broadcasts and recordings of such events; access to electronic
documents, and allowance of certified service animals.

(1) When an event is open to the general public or a general internal audience without prior registration, commands and
organizations will provide reasonable accommodations for reasonably foreseeable needs.

(2) Organizers and event planners will address accessibility in all advertisements, announcements, and communications
and provide a designated point of contact to request a reasonable accommodation.

Chapter 4
Diversity and Inclusion

4-1. Purpose

The Army’s Diversity and inclusion mission is to develop and implement a strategy that contributes to mission readiness
while transforming and sustaining the Army as a national leader in Diversity. The foundation of the Army Diversity and
inclusion mission is the Federal nondiscrimination statutes, regulations, and policies. The Army mission is executed in the
context of Army values, ethics, and the Army profession.

4-2. Responsibilities

a. The DA will-

(1) Ensure Diversity strategies, plans, principles, and objectives are in compliance with Federal statutes, Executive
Orders, and applicable Federal guidelines.

(2) Align its Diversity efforts to comply with EEOC, OPM and DOD strategic objectives, assessments, and reporting
requirements.

(3) Promote a climate that introduces Diversity concepts into decisionmaking models to demonstrate commitment and
create results that enhance the professional experience and the accomplishment of the mission.

(4) Provide leaders a common understanding of Diversity Policies and requirements to ensure that human capital poli-
cies, practices, and guidelines support Army Diversity Policy.

(5) Conduct collaborative efforts to facilitate, integrate, and assess current and emerging human capital strategies that
impact all occupations and skills.

(6) Ensure leader commitment to Diversity and inclusion practices at all levels of the Army.
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(7) Institutionalize talent management processes that identify, recruit, develop, and retain a cadre of high-performing
Soldiers and civilians from diverse backgrounds.

(8) Recognize that the Army’s EEO Program is the foundation of Diversity Policy for the Army.

(9) Implement Diversity training and education programs that develop socio-cultural competencies to meet the multi-
cultural demands of the Army’s workforce.

(10) Create and maintain an environment where the value of inclusive and diverse knowledge, experiences, and back-
grounds enhances mission readiness.

(11) Inherent in these collaborative efforts is acceptance and understanding that—

(a) Diversity requires leadership commitment to manage, be accountable, measure results, and refine approaches to
improve the organization.

(b) Diversity outcomes support the development of human capital resources that increase proficiency levels and insti-
tutionalize a workplace culture that values the efforts of all members and creates results that enhance the professional
experience.

(c) Investing in and managing talent, valuing individuals, and developing culturally astute Soldiers and civilians pre-
pares the Army to undertake the human dimension of leadership and global engagements.

b. The ASA (M&RA) will—

(1) Serve as the Army proponent for EEO and Diversity in human capital programs.

(2) Provide strategic direction, oversight, and guidance for integrating Diversity initiatives into the human capital de-
velopment process.

(3) Lead the Army senior leader committees and/or Diversity working groups.

(4) Ensure the DASA (DL)—

(a) Develops Armywide Diversity strategic plans, objectives, measures, and timelines to evaluate the effectiveness of
human capital Diversity initiatives and efforts.

(b) Advises the ASA (M&RA) on Diversity-related issues.

(c) Coordinates and reviews Diversity efforts and initiatives with senior commanders.

Chapter 5
Equal Employment Opportunity Career Program 28

5-1. Civilian career management

a. Career management is the assessment and execution of the mission based training and development requirements of
employees throughout the life-cycle from accession to separation. The goal of career management is to ensure the readiness
of civilians through the effective development of competency-based, life-cycle management policies and strategies that
enable the recruitment and development of a civilian workforce that is adaptive, flexible, and responsive to Army missions.

b. Army Civilians in CP 28 serve as EEO and EO professionals across the Active Army and Army Reserve. They are
trained, qualified practitioners who effectively deliver programs that advance the values of Diversity and inclusion within
the Army culture and enforce an environment free from unlawful discrimination and prohibited behaviors to maximize the
readiness potential of every Soldier, civilian, and Family member.

c. Careerists support mission readiness at the DA, ACOMSs, Army service component commands, direct reporting units,
and installations.

d. CP 28 is comprised of civilian personnel from the following occupational series:

(1) 0260-EEO series.

(2) 0301—Career Proponency Manager/Career Program Manager.

(3) 0360—Equal Opportunity Compliance (Military EO series).

(4) 0361—Equal Opportunity Assistance series.

5-2. Career Program 28 strategy
To better support the institutional Army by providing opportunities for CP-28 professionals to acquire needed competen-
cies through the acquisition of knowledge and experience.

5-3. Career Program 28 objectives

a. Key objectives of CP-28 are to—

(1) Promote a professional steady state that contributes to a balanced Army, yielding a flexible and adaptive civilian
workforce.
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(2) Recruit, develop, and retain technically-skilled EEO professionals to meet the current and future operational re-
quirements of the Army.

(3) Provide a centrally-managed and controlled civilian CP to meet requirements in support of Army operational activ-
ities at all echelons.

(4) Seek to constantly improve and maintain the quality and appropriately high standards of Army EEO professionals
to assure the preservation of the program’s credibility, integrity, and professional expertise.

(5) Ensure that a body of careerists is maintained that enables the Army to meet its Federal requirements.

b. Additional information/provisions for overall CP management may be found in AR 690-950.

5-4. Responsibilities

a. The ASA (M&RA) is the Functional Chief (FC) for CP-28. The FC identifies strategic workforce issues related to
the development of competency-based strategic human capital planning for CP—28; ensures the readiness of CP—28 occu-
pational series in support of Army missions; maintains communications with commanders to gather mission priorities; and
develops annual strategic plans that are responsive to the changing needs of the Army.

b. The DASA (DL) is the FCR and senior career program official for CP—28. The FCR serves as principal advisor to
the FC in matters pertaining to CP—28 management and is responsible for the program’s design and administration. The
FCR processes and collaborates with commanders and supervisors to ensure the career program maintains a qualified,
motivated, and balanced civilian cadre of equal employment/EEO professionals who are capable of supporting Army mis-
sions.

c¢. Additional roles and responsibilities for overall CP management may be found in AR 690-950.

5-5. Selection procedures and Career Program-28 unique requirements

a. All eligible DA Civilian employees with competitive status will be afforded the opportunity to compete for all ad-
vertised positions regardless of minimum areas of consideration.

b. CP-28 specific unique requirements pertaining to vacancy announcements and referral/selection procedures and
processes are maintained under the Attachment Section of the Civilian Human Resources Agency (CHRA) Web site lo-
cated at http://www.chra.army.mil/.

c. Exceptions to CP-28 requirements must have CP—28 FCR concurrence.

5-6. Competitive professional development

a. Competitive professional development (CPD) is a planned, systematic, and coordinated program of professional
development that supports the Army's organizational goals and mission. It encompasses functionally-tailored develop-
mental opportunities that occur in academic environments, business/industrial settings, or in other strategically-planned
career enhancing developmental assignments that have been identified in an approved career program master training plan
or individual development plan.

b. Training instances may be short- or long-term and funded from various sources.

¢. CPD training instances are centrally-funded via ACTEDS CPD funds.

d. Per AR 350-1, G--3/5/7 manages oversight and execution of all ACTEDS CPD funds.

e. CP-28 careerists will be provided opportunities for appropriate levels of professional development, training, and
education based on funding priorities and/or the availability of ACTEDS funds.

f. CP-28 professional development processes/procedures, roadmaps, and ACTEDS Plans are identified in the CP-28
ACTEDS Catalog located at http://cpol.army.mil.

g. CP-28 programs and course offerings, to include eligibility requirements and nomination procedures, are listed in
the ACTEDS Catalog, located at http://cpol.army.mil.

Chapter 6
Equal Employment Opportunity Compliance and Complaints Review Program

6—1. Responsibilities

a. The Equal Employment Opportunity Compliance and Complaints Review (EEOCCR) Directorate, within the Office
of Diversity and Leadership, administers the Army EEO Complaints Program and provides subject matter expertise to the
Secretary of the Army (or designee) concerning the adjudication of civilian complaints of discrimination. The Director of
EEOCCR manages two distinct functions: compliance and complaints review.

b. The Compliance function—
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(1) Manages and monitors the Army’s EEO Complaint Processing System to ensure compliance with 29 CFR 1614,
the EEOC’s MD 110, and AR 690-600.

(2) Reports the Army's Complaint Program compliance status to the EEOC annually.

(3) Maintains complaint files and complaints processing data as the EEO Complaint Records Custodian for the Army.

(4) Manages the Army Complaints Tracking System which contains Armywide complaint processing data.

(5) Processes all appeals filed by or against the Army with the EEOC and all adverse appellate decisions received from
the EEOC.

(6) Develops policy, procedures, and regulations to support the EEOCCR mission.

(7) Administers the Army EEO Counselor Certification Program.

c. The Complaints Review function—

(1) Analyzes the merits of formal EEO Complaints when final agency decisions are requested or required.

(2) Analyzes allegations of breach of Negotiated Settlement Agreements.

(3) Promulgates final Army decisions on formal EEO complaints and complaints alleging noncompliance with negoti-
ated settlement agreements.

(4) Promulgates final Army actions in complaints in which any relief is awarded, to include orders of corrective action,
awards of compensatory damages, or awards of attorney fees.

Chapter 7
Incentives, Awards, and Recognition

7-1. Secretary of the Army Awards for Diversity and Leadership

a. Annually, individuals who contribute, promote, advance, and lead the way in the Army's Diversity and Leadership
mission may be nominated for Army’s Diversity and Leadership Awards.

b. Recognition focuses on substantial contributions and success in the areas of EEO, Military EO, Civil Rights, Com-
pliance, Diversity, and Inclusion.

c. The Secretary of the Army’s Diversity and Leadership Awards are presented during the annual awards ceremony
hosted by the Secretary of the Army.

d. Although an awardee’s command is responsible for funding travel to the awards ceremony, budgetary uncertainty
should not discourage commands from recognizing and nominating deserving individuals who emulate positive and pro-
active qualities and core values of the Army.

7-2. Nominations
Nominations must be submitted in accordance with AR 672—-20 and appendix B of this regulation, and will address the
following criteria:

a. Category | — Military and Civilian Leaders. This award is presented to leaders who exhibit core leader competencies
as outlined in AR 600-100. Nominees should have successfully provided purpose, direction, and motivation while im-
proving the organization through the creation of efficiencies or business transformation efforts that resulted in increasing
awareness, education, and understanding of the Army’s Diversity and Leadership policies, initiatives, and programs.

b. Category Il — EEO Professionals. This award is presented to EEO Professionals who are responsible for advising,
managing, and/or supporting the commander’s EEO Program, including: Directors, Managers/Officers, Specialists, Tech-
nicians/Assistants and collateral duty personnel. Nominees should have successfully supported a commander in providing
a climate and environment free from discrimination and ensuring that the workforce is aware and understands the intrinsic
and tangible value of a proactive Model EEO Program.

. Category Il — Equal Opportunity Advisors (EOAs). This award is presented to military and civilian personnel re-
sponsible for advising, managing, and/or supporting a commander’s Military Equal Opportunity Program. Nominees
should have successfully supported the command’s policy priorities and fostered an inclusive environment.

Chapter 8
Equal Employment Opportunity and Diversity Training

8-1. Required training

a. EEO training will be provided to all civilian employees, regardless of employment status, and to all military person-
nel who supervise civilian employees or have responsibilities for civilian employee programs. This training will be com-
pleted annually.
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b. The DASA (DL) will provide training certification standards and is the approving official for course content. EEO
officials will distribute and manage all EEO training requirements.

(1) EEO training will include subjects required by Federal statute, regulations, or departmental policy. The exclusion
of statutorily-mandated training from AR 350-1 does not relieve commanders of ensuring that the training is provided.

(2) Employees will complete training within 90 days of entering Army employment and annually, thereafter.

(3) Civilian and military supervisors of civilian employees will complete supervisory EEO training within 90 days of
entering the supervisory position and annually, thereafter. Civilian personnel and organization training managers will rec-
ord completion of EEO training in the Army training database of record, regardless of course length or course title per AR
350-1.

8-2. Training content

EEO training for employees and supervisors will be centrally developed and published by DASA (DL). Training may be
provided in a live or online setting. EEO training will address topics required to be addressed by Federal statute, regula-
tions, and the DASA (DL). Training content will include the provisions of the Federal Employee Antidiscrimination and
Retaliation (No FEAR) Act.
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Appendix A
References

Section |
Required Publications

EEOC 700-series MDs
(Available at Equal Employment Opportunity Commission, Public Sector Programs, 131 M Street, NE, Washington, D.C.
20507 or https://www.eeoc.gov/.) (Cited in para 1-7b.)

EEOC MD 110
Federal Sector Complaint Processing Manual (Available at https://www.eeoc.gov.) (Cited in para 6-1b(1).)

Executive Order 13583
Establishing a Coordinated Government-wide Initiative to Promote Diversity and Inclusion in the Federal Workforce
(Available at https://www.whitehouse.gov.) (Cited on title page.)

Genetic Information Nondiscrimination Act (GINA) of 2008
(Available at https://www.eeoc.gov/.) (Cited in glossary.)

Notification and Federal Employee Antidiscrimination and Retaliation Act of 2002
No FEAR Act (Available at http://www.gpo.gov/.) (Cited in para 1-8b(5).)

Pregnancy Discrimination Act of 1978
(Available at https://www.eeoc.gov/.) (Cited in glossary.)

Rehabilitation Act of 1973
(Available at http://www.access-board.gov/.) (Cited in para 1-7a)

Title V11 of the Civil Rights Act of 1964
(Awvailable at https://www.eeoc.gov/.) (Cited in para 1-6b.)

5CFR 720
Affirmative Employment Programs (Available at http://www.ecfr.gov/.) (Cited in para 1-8b(12).)

29 CFR 1611
Privacy Act Regulations (Available at https://www.eeoc.gov.) (Cited in para 1-9i.)

29 CFR 1614
Federal Sector Equal Employment Opportunity Complaint Processing Regulations (Available at https://www.eeoc.gov/.)
(Cited in para 1-9b.)

36 CFR 1191
Acrchitectural Barriers Act of 1968 (as amended) (Available at http://www.access-board.gov/.) (Cited in para 1-8b(10).)

5 USC 552
The Freedom of Information Act (Available at https://www.gpo.gov/.) (Cited in para 1-9g.)

42 USC 2000e-6
Civil actions by the Attorney General (Available at https://www.gpo.gov/.) (Cited in para 1-7a.)

Section Il

Related Publications

A related publication is a source of additional information. The user does not have to read it to understand this regulation.
USCs are available at https://www.gpo.gov/. Codes of Federal Regulations are available at www.gpo.gov. Executive Or-
ders are available at https://www.whitehouse.gov. DOD publications are available at https://www.esd.whs.mil/.

AR 11-2
Managers’ Internal Control Program

AR 15-1
Boards, Commissions, and Committees Department of the Army Federal Advisory Committee Management Program
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AR 15-6
Procedures for Administrative Investigations and Boards of Officers

AR 25-1
Information Management Army Information Technology

AR 25-2
Army Cybersecurity

AR 25-22
The Army Privacy Program

AR 25-30
Army Publishing Program

AR 25-55
The Department of the Army Freedom of Information Act Program

AR 25-400-2
The Army Records Information Management System (ARIMS)

AR 27-1
Judge Advocate Legal Services

AR 350-1
Army Training and Leader Development

AR 380-5
Department of the Army Information Security Program

AR 380-67
Personnel Security Program

AR 600-7
Nondiscrimination on the Basis of Handicap in Programs and Activities Assisted or Conducted by the Department of the
Army

AR 600-23
Nondiscrimination in Federally Assisted Programs

AR 600-100
Army Profession and Leadership Policy

AR 672-20
Incentive Awards

AR 690-600
Equal Employment Opportunity Discrimination Complaints

AR 690-700
Personnel Relations and Services (General)

AR 690-950
Career Program Management

Civil Service Reform Act of 1978
(Available at https://www.eeoc.gov/.)

CP-28 ACTEDS Plan
Equal Employment Opportunity (CP-28) (Available at http://cpol.army.mil/.)

DODM 5200.02
Procedures for the DOD Personnel Security Program (PSP)

DODD 1440.1
DOD Civilian Equal Employment Opportunity (EEO) Program
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http://cpol.army.mil/

DODI 5400.11
DOD Privacy and Civil Liberties Programs

Equal Pay Act of 1963 (as amended)
(Available at https://www.eeoc.gov/.)

Executive Order 11478
Equal Employment Opportunity in the Federal Government (Available at http://www.dol.gov/.)

Executive Order 13166
Improving Access to Services for Persons with Limited English Proficiency (Available at https://www.gpo.gov/.)

Executive Order 13592

Improving American Indian and Alaska Native Educational Opportunities and Strengthening Tribal Colleges and Univer-
sities

Executive Order 13515

Increasing participation of Asian American and Pacific Islanders in Federal Programs

Executive Order 13548
Increasing Federal Employment of Individuals with Disabilities

General Schedule Supervisory Guide, HRCD-5
(Available at https://www.opm.gov/.)

Public Law 95-471
Indian Controlled Postsecondary Educational Institutions Assistance Act (Available at https://www.gpo.gov/.) Rehabilita-
tion, Comprehensive Services, and Development Disabilities Amendments of 1978 (Available at http://www.justice.gov/.)

Reorganization Plan No. 1 of 1978
(Available at https://www.eeoc.gov/.)

Telecommunications Act of 1996 Section 225
(Available at http://transition.fcc.gov/.)

The Americans with Disabilities Act Amendments Act of 2008
(Available at https://www.eeoc.gov/.)

Tribally Controlled Community College Assistance Act of 1978
(Available at http://eric.ed.gov/.)

Vietnam Era Veterans Readjustment Assistance Act of 1974
(Available at http://www.dol.gov/.)

28 CFR 41
Implementation of Executive Order 12250, Nondiscrimination on the Basis of Handicap in Federally Assisted Programs
(Available at http://www.gpo.gov/.)

29 CFR 1602

Recordkeeping and Reporting Requirements Under Title VII, the ADA and GINA (Available at https://www.eeoc.gov.)
29 CFR 1607

Uniform Guidelines On Employee Selection Procedures (1978) (Available at https://www.eeoc.gov.)

29 CFR 1608

Affirmative Action Appropriate under Title VII of the Civil Rights Act Of 1964, as amended (Available at
https://www.eeoc.gov.)

29 CFR 1627
Records To Be Made Or Kept Relating To Age: Notices to be Posted (Available at https://www.eeoc.gov.)

29 CFR 1630
Regulations To Implement The Equal Employment Provisions Of The Americans With Disabilities Act (Available at
http://www.gpo.gov/.)

5 USC 552a
Privacy Act

AR 690-12 ¢ 12 December 2019 15


https://www.eeoc.gov/
http://www.dol.gov/
https://www.opm.gov/
https://www.gpo.gov/
http://www.justice.gov/
https://www.eeoc.gov/
http://transition.fcc.gov/
https://www.eeoc.gov/
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http://www.dol.gov/
https://www.eeoc.gov/
https://www.eeoc.gov/
https://www.eeoc.gov/
https://www.eeoc.gov/
http://www.gpo.gov/fdsys

15 USC 637
Small Business Act (Available at: https://www.gpo.gov/.)
Section llI

Prescribed Forms
This section contains no entries.

Section IV
Referenced Forms

DA Form 1256
Incentive Award Nomination and Approval

DA Form 2028
Recommended Changes to Publications and Blank Forms

SF 181
Ethnicity and Race Identification
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Appendix B
Equal Employment Opportunity Awards Program

B—1. Nomination documentation

a. Commanders will identify, review, and select the best qualified candidate for each award and ensure each nominee’s
performance is in keeping with the highest traditions of the Army and represents their command.

b. A nomination packet or negative response is required from all commands and, at a minimum, contain—

(1) Endorsement by the commander or senior civilian in the chain of command and submitted in a portable document
format (PDF).

(2) Non-adverse statement signed by commander/G-1 (Military only) and DA Form 1256 (Incentive Award Nomina-
tion and Approval (civilians only)) (PDF document).

(3) Award nomination transmittal memorandum signed by the nominating commander (Word document).

B-2. Award information (Disability Award only)

a. For the Individuals with Disability Award nominations, at a minimum, the following will be submitted:

(1) A two page, single-spaced narrative describing the nominee's accomplishments (in accordance with criteria) war-
ranting this recognition (Word document not to exceed two pages).

(2) Anaward citation highlighting the nominee's accomplishments (Word document that is single-spaced not to exceed
twenty lines of text, 12-pitch font, with 1 inch left and right margins).

(3) A single-spaced biography of the nominee (Word document not to exceed one page).

(4) A current high-resolution digital (600 dpi .jpg format) official head and shoulder, color photograph of the nominee
in Army Service Uniform (Military) or civilian business attire (civilian).

(5) One high-resolution digital photo of the nominee at work or in the workplace (Disability Award only).

b. Award ceremonies are held for each of the affinity or community group events identified in the call for nominations.
The recipient's organization is responsible for all related per diem and travel costs. Attire for the award ceremony is Army
Service Uniform (Military) and business attire (civilians).
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Appendix C

Procedures for providing reasonable accommodation for individuals with disabilities

These procedures will be used to process requests for reasonable accommodation from Army employees and applicants
with disabilities to ensure an appropriate response in a timely manner. Further, these procedures establish criteria for col-
lecting and annually reporting data on the numbers and types of requests for reasonable accommodation considered
Armywide.

C-1. Key terms

a. Department of Defense Computer/Electronic Accommodations Program. CAP is a centrally-funded reasonable ac-
commodations program that provides assistive technology and services to people with disabilities, Federal managers, su-
pervisors, and information technology professionals. CAP increases access to information and works to remove barriers
to employment opportunities by eliminating the costs of assistive technology and accommodation solutions. More infor-
mation is available at www.cap.mil.

b. Decisionmaker. The decisionmaker is an agency official within the employee’s chain of command, usually the em-
ployee’s immediate supervisor. In the case of an applicant, the decisionmaker will usually be the selecting official, an
agency official in the selecting official’s chain of command, or an HR staff member assigned to process the vacancy
(usually within the CPAC).

¢. Individual with a disability. An individual who has (i) a mental or physical impairment that substantially limits one
or more major life activities, (ii) a record of such impairment, or (iii) is regarded as having such impairment. Individuals
who are solely regarded as having a disability are not entitled to reasonable accommodations.

d. “Qualified” individual with a disability. A “qualified” individual with a disability satisfies the requisite skill, expe-
rience, education, and other job-related requirements of the position. The individual can perform the essential functions of
the position with or without reasonable accommodation.

e. Reasonable accommodation. A reasonable accommodation is any change in the work environment or the way things
are customarily done that would enable an individual with a disability to enjoy EEO. Three categories of reasonable ac-
commaodations are available for employees or applicants with disabilities:

(1) Modifications or adjustments to the application process to permit an individual with a disability to be considered
for a job (for example, providing application forms in alternative formats such as large print or Braille).

(2) Modifications or adjustments necessary to enable a qualified individual with a disability to perform the essential
functions of the job (for example, providing a sign language interpreter or teletype (TTY) device).

(3) Modifications or adjustments that enable IWDs to have equal benefits and privileges of employment (for example,
removing physical barriers in buildings or providing wheelchairs or motorized scooters to facilitate easy access to build-

ings).

C-2. Initiating a request for reasonable accommodation

a. Commands and organizations must make the contact information for reasonable accommaodations readily available
in the workplace by posting it on bulletin boards and Web sites or providing it as a handout.

b. Applicants and employees must generally inform the decisionmaker of their need for an adjustment or change to
some aspect of the application process, the job, or a benefit of employment for a reason related to a medical condition.

c. An applicant or employee may request a reasonable accommodation at any time, orally or in writing. The request
does not require the individual to mention the Rehabilitation Act or use the phrase “reasonable accommodation” or “disa-
bility.”

d. If the nature of the initial communication is unclear, a supervisor or a manager must confirm whether an individual
is requesting a reasonable accommodation.

e. The reasonable accommodation process begins as soon as an individual makes an oral or written request for accom-
modation to the immediate supervisor, a supervisor or manager in the individual’s chain of command, the HR office or
CPAC, or the organization’s EEO office or Disability Program Manager (DPM).

f. For applicants, the HR office or CPAC, decisionmaker, or an Army employee the applicant has had official contact
with in connection with the application process.

g. Individuals requesting an accommodation must confirm their request to their supervisor. The supervisor or deci-
sionmaker must document that the request was made and provide a copy of the documentation to the DPM within 2 busi-
ness days of receipt. The DPM will assign a log number to the document for tracking purposes.

h. The decisionmaker must begin processing an oral request immediately upon receipt of the request and should not
wait for written confirmation.
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i. A family member, health professional, or other representative may request a reasonable accommodation on behalf of
an individual seeking reasonable accommodation. The decisionmaker should confirm with the employee that the employee
wants the accommaodation.

C-3. Processing requests for reasonable accommodation

a. The request for accommodation begins with an interactive and flexible discussion between the requester and the
supervisor. This process may include communicating with the requester to clarify the request, obtaining and exchanging
information with the requester to the extent necessary regarding needs and alternatives, searching for solutions, consulting
Army and outside resources, and evaluating possible accommodations and additional information, if necessary.

b. If the person receiving the request for reasonable accommodation does not have authority to approve the request,
he/she must forward the request within 2 business days to the appropriate official, with a copy to the DPM. A copy of the
request will also be forwarded to the servicing labor counselor/agency attorney for information purposes.

¢. The decisionmaker may ask the requester relevant questions that will assist in making an informed decision about
the request. The decisionmaker is entitled to know that the requester has a disability covered by the Rehabilitation Act for
which an accommodation is needed. When the disability and/or need for accommodation is not obvious, the decisionmaker
must contact the DPM for assistance in obtaining medical documentation about the employee’s disability and functional
limitations.

d. Reasonable accommodations are meant to eliminate barriers in the work environment only, not barriers outside the
work environment. Common types of reasonable accommodations include modifying work schedules or supervisory meth-
ods, granting breaks or providing leave, altering how or when job duties are performed, removing and/or substituting a
nonessential function, moving to different office space, providing telework, changing workplace policies, reconfiguring
workspaces, providing accessible parking, and providing materials in alternative formats (such as Braille or TTY).

e. Reasonable accommodations may include personal assistance services in the form of work-related assistance, but
generally do not include personal attendant care at the worksite. Work-related personal assistance services may include
task-related assistance such as readers, interpreters, help lifting or reaching, page turners, or a travel attendant to act as a
sighted guide for a blind or mobility-impaired employee while on occasional official travel (5 CFR 213.3102(1l)). When
an employee is on official travel and incurs personal attendant care expenses beyond what his/her usual expenses would
be when not on official travel, the command or organization should consider reimbursement for the added travel expense.

f. A request by an employee with a disability to use a service animal at work is also a request for reasonable accommo-
dation. Federal law defines a service animal as any dog that is individually trained to do work or perform tasks for the
benefit of an individual with a disability, including a physical, sensory, psychiatric, intellectual, or other mental disability.
The work or tasks performed by a service animal must be directly related to the individual’s disability. Employers are not
required to automatically allow employees to bring their service animal to work. An employer can propose alternative
accommodations that are equally reasonable and effective, or the employer must show undue hardship for denying a re-
quest for the use of a service animal as a reasonable accommodation.

g. If a decisionmaker does not immediately grant the requested accommodation, he/she must consult directly with the
DPM. The DPM will coordinate, as needed, with the servicing labor counselor/agency attorney before providing the deci-
sionmaker with any recommendations. Legal reviews must be conducted for all proposed denials of a reasonable accom-
modation or the particular accommodation requested.

h. As soon as the decisionmaker determines that an accommodation will be provided, he/she must immediately com-
municate the decision orally or in writi