
PROCEDURES FOR EEO MEDIATIONS

TRANSFER OF RESPONSIBILITY FROM CCD TO TADR

The new rules promulgated by the Equal Employment Opportunity Commission require a Complainant be offered the opportunity to mediate a complaint of discrimination at the first contact with an EEO Counselor.  As of July 1, 2000, the Tinker ADR Program (TADR) Office will be responsible for all EEO mediations conducted at Tinker AFB on complaints at the informal level.  Formal level mediations arising out of the Tinker Equal Employment Opportunity Office (CCD) will also be conducted by the TADR Office.  This document reflects the procedures to be utilized by the two offices.

1.  When a complainant requests or accepts an offer of mediation from an EEO Counselor, CCD will refer that individual to the TADR Office.  

2.  CCD will provide an intake sheet with the pertinent information to the TADR Office containing the pertinent information, to include the identified parties, claims, and requested remedies.

3.  Upon receiving the intake sheet from CCD, the TADR Office will notify the appropriate Branch office/management official involved of the prospective mediation.  If management wishes to review the file prior to meeting with a mediator, they will be directed to contact CCD and make arrangements to review the file prior to mediation.

4.  TADR will establish a suspense system through with the EEO time periods will be monitored.


4-a.  Both the CCD office and the TADR office will explain to each Complainant what EEO timelines have to be met and maintained in the course of a complaint and/or mediation.


4-b.  TADR will provide a quarterly copy of their data base on this subject to CCD and JAL.

5.  The lowest possible management official should be the individual at the mediation table.   This may not necessarily be the individual with settlement authority.  Settlement authority in EEO cases is established at the 2-Letter level, with authority to re-delegate down to 3-letters only.  Both CCD and TADR will ensure that the individual who represents management at the mediation table meets the appropriate criteria and is counseled to establish his/her settlement parameters prior to mediation.


5-a.  CCD will provide TADR with a copy of the delegations as established.


5-b.  CCD and TADR will coordinate with each other each time a delegation changes.


5-c.  Settlements not signed with appropriate authority will be rejected.

6.  Mediations will only be conducted by TADR mediators who have had EEO training.


6-a.  CCD counselors will not act as mediators.


6-b.  CCD will provide an experienced mediator who will co-mediate with TADR mediators (collateral duty) during the first 3 months of this transfer.  The CCD mediator will assist in the EEO training for TADR mediators.


6-c.  There is no set time for the conduct of a mediation.


6-d.  EEO mediations are restricted to the claims initially presented to the EEO Counselor.  Should any additional claims arise in the course of mediation, the mediator will refer the case back to the TADR office who will explain to the Complainant that the new claim must be referred back to the CCD office before proceeding.  The TADR Office will contact the CCD office within one workday to refer the new claim back.


6-e.  If there is no resolution in a mediation session, CCD will be notified within one hour of the mediator’s notification to the TADR Office.  The Complainant will be directed to reinitiate contact with the EEO Counselor immediately.     

7.  Mediator selection for EEO cases is critical, and a current list of all TADR mediators will be provided to CCD on a monthly basis.

8.  Settlement Agreements

8-a.  All TADR mediators will utilize the boilerplate language settlement agreements written by OC-ALC/JAL.

8-b.  All agreements will contain the EEO Case Number and the TADR Program Office Case Number.

8-c.  All EEO settlement agreements must be signed by the parties before the parties leave the table at the conclusion of a mediation.

8-d.  Mediators will inform the parties at the table that any EEO settlement is not final until it has completed coordination and received approval.


8-d-1.  All EEO settlements will be coordinated through CCD, then JA, the DPC, and finally, the TADR Program Manager.


8-d-2.  The TADR Office will hand-carry all settlement agreements through coordination.

8-e.  Settlements are subject to being rejected if they are void for vagueness, technically impossible to effect, or illegal.

8-f.  CCD will maintain the original of all EEO settlements.  TADR may maintain a copy thereof.

8-g.  Allegations of a breach (compliance/noncompliance) of an EEO settlement agreement will be referred to and handled by the CCD office.

8-h.  The TADR Office will be responsible for notification to CCD and management of agreed-upon settlements.

9.  The CCD Chief EEO Counselor will review all TADR Program Office surveys for 3 months after the official transfer of mediations.

10.  Prior to July 1, 2000, the Chief EEO Counselor will meet with all Branch Chiefs and inform them of the transfer of EEO mediations from the CCD office to the TADR Program Office.  The TADR Program manager will attend these meetings.  JAL may be invited to attend.
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