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1 April 2004



MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Brigade Policy Memorandum #3-04A, Complaint Procedures

1.  My intent is to resolve all complaints at the lowest possible level in the most expeditious and professional manner.  All Soldiers, civilian employees, and family members of 1st Engineer Brigade have the right to present a complaint.  I encourage individuals to resolve their complaint by using the unit’s EO NCO.  This Soldier is trained to assist in conflict resolution.

2.  There are two types of complaints, informal and formal.



a.  An informal complaint is any complaint that a Soldier or family member does not wish to file in writing.  The individual, another unit member, Equal Opportunity NCO, or a person in the complainant’s chain of command usually resolves complaints.  Informal complaints are no less important than a formal complaint.  Address complaints with a sense of urgency and a sincere intent to attain resolution.  Notify the Brigade EO NCO of any complaint process, verbal, or written.



b.  Formal complaints are filed by submitting a sworn statement on a DA Form 7279-R (Equal Opportunity Complaint Form) by a service member or family member.  Soldiers have 60 calendar days from the date of the alleged incident in which to file a formal complaint.  This time limit sets reasonable parameters for the inquiry or investigation and resolution of complaints, to include ensuring the availability of witnesses, accurate recollection of events, and timely remedial action.  The following steps apply:  (1) Notify the chain of command of their desire to present a complaint to the Equal Opportunity Staff Advisor (EOA) and (2) Notify the EOA and fill out DA Form 7279-R.

3.  Commanders must take action and ensure the person making the complaint has sworn to it on the DA Form 7279-R once notified of a complaint.



a.  Commanders will contact Brigade EO NCO within 24 hours.



b.  Within 72 hours, Commanders send memorandum through the chain of command to the Commanding General.  The commander will establish and implement a plan to protect the complainant, any named witnesses, and the alleged perpetrator from acts of reprisal.  The plan will include, as a minimum, specified meetings and discussions with the complainant, alleged perpetrator, named witnesses, and selected members of the chain of command and coworkers.



c.  Commanders have 3 days to refer the complaint to other agencies.



d.  Commanders have 14 days to investigate the allegation(s) and meet with the victim to discuss the outcome and results.



e.  Commanders may request an extension in writing, by memorandum, through their Battalion Commander to me for approval.  Extension will not exceed 30 calendar days after the initial 14-day suspense.  The Commanding General must approve requests for further extensions.



f.  Commanders will furnish the complainant written feedback within 14 days of the complaint.  Feedback will be Parts II and III of DA Form 7279-R.

4.  Intimidation, harassment, reprisal or retaliation against those exercising their lawful rights to address their concerns will not be tolerated.

5.  Post a copy of this policy on all EO bulletin boards.













PAUL W. KELLY
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