








Subject:  �



ACTION: Request for EEO Counseling�



Date: �



�
�






From:  �
 


EEO Counselor�



Reply to


Attn. of:�
�
�






To:  �



Civil Rights Manager, AWP-9�
�
�
�



This is to inform you that I was contacted for EEO counseling on   _________(date) by the individual named below.  The initial interview was conducted on  _________(date).


A.  AGGRIEVED PERSON


Aggrieved Name:


Mailing Address:


Telephone:  (Work)                                  (Home)


Office Routing Symbol or Facility Names:


Position Title:


Grade & Series:                                OR                   Pay Band:


Is the Aggrieved an Applicant or a Former Employee?


Date of Discrimination:


B.  BASIS  BASIS (ES) FOR ALLEGED DISCRIMINATION (check box and specify how the basis applies, e.g., [X] National Origin: Egyptian)


BASIS�
SPECIFICS�
�
�
Race�
�
�
�
Color�
�
�
�
National Origin�
�
�
�
Sex (gender)�
(male/female)�
�
�
Age�
(date of birth)�
�
�
Mental Disability�
�
�
�
Physical Disability�
�
�
�
Religion�
�
�
�
Sexual Orientation�
�
�
�
Reprisal�
(Identify earlier event or opposed practice, give date)�
�
�
CLAIM


PRECISE DESCRIPTION OF THE CLAIM(S) COUNSELED 


(Check box and provide detailed information, e.g., [x] Promotion or Non-Selection:  On 3/1/00 the aggrieved person learned that she had not been selected for the FG-301-14 Program Analyst position announced under Vacancy Announcement # AWA-AZZ-00-0990).





CLAIM�
SPECIFICS�
�
�
Accommodation:


        Disability


         Religion�
�
�
�
Appointment/Hire�
�
�
�
Assignment Of Duties�
�
�
�
Awards�
�
�
�
Conversion To full-time�
�
�
�
Disciplinary Action-Demotion�
�
�
�
Disciplinary Act-Other�
�
�
�
Disciplinary Act-Reprimand�
�
�
�
Disciplinary Act-Suspension�
�
�
�
Disciplinary Act-Termination�
�
�
�
Duty Hours�
�
�
�
Equal Pay Act Violation


(unequal wages based on sex)�
�
�
�
Evaluation/Appraisal�
�
�
�
Examination/Test�
�
�
�
Harassment- Non-Sexual*�
�
�
�
Harassment- Sexual*�
�
�
�
Pay Including Overtime�
�
�
�
Promotion or Non-Selection�
�
�
�
Reassignment-Directed�
�
�
�
Reassignment-Req. Denied�
�
�
�
Reinstatement�
�
�
�
Retirement�
�
�
�
Terms/Conditions Of Employ�
�
�
�
Time And Attendance�
�
�
�
Training�
�
�
�
Other�
�
�



*Note to EEO Counselors: If Harassment - Non-Sexual or Harassment - Sexual is alleged; you must call (202) 493-4103 to report the allegation(s) to the FAA Accountability Board.  Call within two workdays of the initial contact with the aggrieved individual.  If the aggrieved individual wishes to remain anonymous, you must report the facts in a way to conceal the identity of the aggrieved person.


Date contacted Accountability Board: _____________________________





Accountability Board person contacted:  ___________________________





D.  REGION


In which FAA region did the alleged discrimination take place? (Check box)








�
Alaskan (AAL)�
�
Central (ACE)�
�
Eastern (AEA)�
�
�
Great Lakes (AGL)�
�
New England (ANE)�
�
Northwest Mountain (ANM)�
�
�
Southern (ASO)�
�
Southwest (ASW)�
�
Western-Pacific (AWP)�
�
�
Mike Monroney Aeronautical Center (AMC)�
�
William J. Hughes Technical Center (ACT)�
�
Washington Headquarters (AWA)�
�



 LINE OF BUSINESS/STAFF OFFICE





In which FAA Line of Business or Staff Office did the alleged discrimination take place? (Check box)





AIR TRAFFIC SERVICES: ATS�
REGULATION AND CERTIFICATION: AVR�
�
�
Air Traffic: ATS (AAT)


(HQ, Regional –500s, towers, en-route centers, AFSSs, and TRACONs)�
�
Accident Investigation: AVR (AAI)�
�
�
Airway Facilities: ATS (AAF)


(HQ, Regional –400s, SMOs, ANI & AOS)�
�
Aircraft Certification: AVR (AIR)�
�
�
Air Traffic System Requirements: ATS (ARS)�
�
Aviation Medicine: AVR (AAM)


(HQ, Regional –300s and clinics)�
�
�
System Capacity: ATS (ASC)�
�
Flight Standards: AVR (AFS)


(HQ, Regional –200s, FSDOs, and IFOs)�
�
�
Independent Operational Test and Evaluation: ATS (ATQ)�
�
Rulemaking: AVR (ARM)�
�
CIVIL AVIATION SECURITY: ACS�
AIRPORTS: ARP


(Regional –600s and ADOs)�
�
�
Civil Aviation Security Intelligence: ACS (ACI)�
�
Airport Planning and Programming: ARP (APP)


(HQ only)�
�
�
Civil Aviation Security Operations: ACS (ACO)


(HQ, Regional –700s, and CASFOs)�
�
Airport Safety and Standards: ARP (AAS)


(HQ only)�
�
�
Civil Aviation Security Policy and Planning: ACS (ACP)�
�
�
�
�
�
RESEARCH AND ACQUISITIONS: ARA�
�
COMMERCIAL SPACE TRANSPORTATION: AST�
�
�
Acquisition: ARA (ASU)�
�
�
�
�
Air Traffic System Development: ARA (AUA)�
�
CHIEF COUNSEL: AGC


(HQ, Region and Center –7s)�
�
�
Aviation Research: ARA (AAR)�
�
�
�
�
Communications, Navigation, and Surveillance: ARA (AND)�
�
POLICY, PLANNING, AND INTERNATIONAL AVIATION: API�
�
�
System Architecture and Investment Analysis: ARA (ASD)�
�
�
�
�
Technical Center: ARA (ACT)�
�
GOVERNMENT AND INDUSTRY AFFAIRS: AGI�
�
�
Business Management: ARA (ABZ)�
�
�
�
�
�
�
PUBLIC AFFAIRS: APA


(HQ, Regions, Centers)�
�
�
CIVIL RIGHTS: ACR


(HQ only)�
�
�
�
�
�
�
HUMAN RESOURCE MANAGEMENT: AHR


(HQ, Region and Center –10s)�
�
�
FINANCIAL SERVICES: ABA


(HQ only)�
�
�
�
�
�
�
SYSTEM SAFETY: ASY�
�
�
INFORMATION SERVICES/ CHIEF INFORMATION OFFICER: AIO


(HQ only)�
�
�
�
�
�
�
REGION/CENTER OPERATIONS: ARC


(HQ, Region/Aeronautical Center staff offices that are not straight-lined to HQ, e.g., logistics)�
�



F.  REMEDY REQUESTED  (Describe the requested remedies.  If possible relate remedies to specific claims).





1.


2.


3.





G.   OTHER INFORMATION


(1) Aggrieved has requested:			Traditional EEO Counseling ___


ADR (Mediation) 	___


(2) Aggrieved elected to remain anonymous:	YES  ____	NO  ___


(3) Has a grievance through an administrative grievance process or through a negotiated grievance process been filed on issue(s)? 


(Identify):						 YES ____ 	NO ___


(4) Aggrieved has a representative: 		 YES ____ 	NO ___ 


(If yes, complete the following:)


Name of Representative: 


Representative’s Telephone Number:


Representative's Mailing Address:























_______________________		__________________		______________


EEO Counselor's Signature		Telephone Number		Date





�
OTHER RESOURCES


If the matter presented does not fall under EEO, other forums are available for addressing concerns.  Counselors should inform aggrieved individuals of their options, but not dissuade a person from filing an EEO complaint.





This Organization�
Handles the following issues:�
�
FAA Accountability Board


(202) 493-4103�
The Accountability Board reviews management's responses to all allegations or incidents of verbal, written, graphic or physical harassment and other misconduct that create an intimidating or hostile work environment based on race, color, religion, gender, sexual orientation, national origin, age or disability.�
�
Employee Assistance Program


1-800-234-1EAP


1-800-234-1327�
The EAP is a service available to all employees, which provides help with any problem that significantly impacts a person's life.  A few of the types of problems the EAP can help with are: Martial Problems; Career Counseling; Alcoholism; Parent-Child Problems; Elderly Services, Individual Psychotherapy; Drug Abuse; Separation and Divorce; Legal Assistance, Financial Aid Crisis Intervention & Family Counseling.�
�
Administrator’s Hotline 


(800) 255-1111


�
Provides FAA employees with high-level management attention for concerns that are not being resolved by established administrative appeal processes or currently in litigation.  Hotline does not address issues that are subject to negotiations between the exclusive bargaining representative and FAA or that are subject to challenge under the provisions of a negotiated grievance procedure.�
�
DOT Inspector General’s Hotline


(800) 424-9071


http://www.oig.dot.gov/hotline.html�
Allegations of fraud, waste, and abuse in the Department of Transportation/Federal Aviation Administration.�
�
Merit Systems Protection Board


http://www.mspb.gov/�
Appeals of major adverse personnel actions, i.e., suspension of more than 14 days, reduction in pay or grade, removal for conduct or performance, non-disciplinary removal, furlough of 30 days or less, or a reduction in force.�
�
Office of Special Counsel


http://www.osc.gov/�
Whistleblower complaints about violation of law, rule or regulation; gross mismanagement; gross waste of funds; abuse of authority; or substantial and specific danger to the public health or safety.�
�
Union negotiated grievance process


(Bargaining unit members)�
Varies with each union contract.  Consult your union representative for more information.�
�
FAA's Administrative Grievance Process 


(Employees not covered by a bargaining unit) 


http://www.faa.gov/ahr/pms/


pmsch3.htm#perf4�
Appeal of adverse or disciplinary actions not appeal able to MSPB (this includes sustained written reprimands, denials of within grade increases, and suspensions of 14 days or less). Grievances about matters of personal concern or dissatisfaction to an employee that are subject to control of FAA management or any matter in which an employee alleges that coercion, reprisal, or retaliation have been practiced against him/her.�
�
Equal Employment Opportunity Commission (EEOC)


(Non-FAA employees, e.g., contractors)


http://www.eeoc.gov/�
Allegations of discrimination based on race, color, national origin, religion, sex, disability, and age.  Check the phone book for the EEOC office in your area.�
�
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