


EEO PROCESS 

A DOE employee or apphcant for Federal 
employment may Institute an EEO conlplaint if 
that employee or applicant belleve? that h e / ~ h e  
has been d~scriminated against based on one or 
more of these factors. 

RACE 
COLOR 
SEX (INCLUDING SEXUAL HARASSMENT) 
RELIGION 
NATIONAL ORIGIN 
AGE 
DISABILITY (PHYSICAL O R  MENTAL) 
SEXUAL ORIENTATION* 
REPRISAL 

STEP ONE 
INFURMAL COMPLAINT 

If you believe that you have been the victim of 
di&criminatiofl in your work or through the 
employment process, you muse contact an EEQ 
counselox wtbin  45 days of the occurrence of 
the alleged discriminanon. The Counselor will 
advise you of your rights (including mediation) 
and will cmduct an informal inquiry regarding 
your allegation. During this time, the Counse- 
lot will attempt to resolve the complaint. 

The Counselor will issue a Notice of Final 
Interview within 30 days of your initial contact, 
and in certain instances, up to 90 days of your 
initial conhct.You will have 15 days h m  your 
receipt &that notice to decide whether you 
wish to Gle a formal complamt. 

STEP TWO 
FORMAL COMPLAINT 

After completing the informal process, you may 
decide to file a formal complaint. You must file 
your complaint within 15 days of your receipt 
of the Notice of Final Interview. You may send 
your complaint to one of the individuals named 
in the Notice of Final Interview. Although you 
may use DOE Form 1600.1 to file a formal 
conlplaint, it is not specifically required. 

You may choose to include a letter or any other 
supporting materials with your complaint. You 
can obtain this form from the Department's 
Office of Civil Rights, if you did not receive 
one with your Notice of Final Interview. 

Your conlplaint must be specific, and limited 
only to those matters that you previo~isly 
discussed with the EEO Counselor. You will 
receive written acknowledgment of receipt of 
your coillplaint. It will inform you of the date 
that your complaint was filed. This date will be 
used for calculating the processing times rel- 
evant to the forrnal process. 

If your corrlplaint is accepted for processing, an 
impartial investigation will be ordered. The 
Department will insure that it is a thorough and 
fair investigation and is conlpleted within 180 
days &on1 the date you filed your forn~al 
complaint. 

During this period the Department also will 
attenlpt to settlc your cornplaint through 
illediation and will provide you with a copy of 
thc investigative file. 

Within 30 days of your receipt of these 
materials, you nlay request either an EEOC 
hearing or an iimnlediate final agency decision 
from the Department. If you request a hear- 
ing, the EEOCi  Administrative Judge will 
issue the final decision. 

If you fail to respond or request an immediate 
final decision, the Department will issue a 
decision based on it5 review of the investiga- 
tive report and conlplaint file. The Depart- 
ment will issue its decision within 60 days of 
your request. 

If yon request a hearing from the EEOC, an 
Administrative Judge will conduct a hearing 
arid issue a decision on your conlplaint. The 
Judge rnust cornplete this process within 180 
days from receipt of the agency's tile. 

The Department, within 40 days of its 
receipt of the Administrative Judge's decision, 
must issue its final order. The order i~lust state 
whether or not the Department will fully 
implement the decision. If the order states 
that the Department will not, the Department 
must file an appeal with EEOC at the same 
time it issues its final order. If the Department 
does not take any action, the Judge's findings and 
any ordered relief become the final decision. 

If you requested the Department to issue a 
final decision without a hearing, you nray 
appeal the Department's decision to the 
EEOC within 30 days of receipt. You rliay 
file a civil action in U.S. District Court within 
90 days of your receipt of the final decision. 
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