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NAVDENCEN SOUTHWEST INSTRUCTION 5354.2C 
 
Subj:    COMMAND MANAGED EQUAL OPPORTUNITY (CMEO) 
 
Ref:      (a) OPNAVINST 5354.1D 
             (b) CINCLANTFLT/CINCPACFLT 5354.1A 
 
Encl:     (1) Demographics Data Collection Form 
              (2) Retention Data Collection Form 
              (3) Advancement Data Collection Form 
              (4) Award Data Collection Form 
              (5) Discipline Data Collection Form 
              (6) Discharge Data Collection Form 
              (7) Training Data Collection Form 
              (8) Drugs and Alcohol Data Collection Form 
 
1.    Purpose.    To clarify policy and procedure for the implementation of a Command Managed 
Equal Opportunity (CMEO) Program within Naval Dental Center Southwest.    This instruction 
is a complete revision with new enclosures and should be reviewed in its entirety. 
 
2.    Cancellation.    NAVDENCENSDIEGOINST 5354.2B. 
 
3.    Discussion.    A command environment in which equal opportunity exists for all members is 
essential to attaining and maintaining a high state of morale, discipline, readiness, and military 
effectiveness.    CMEO is the Commanding Officer’s tool for the prevention of discrimination 
and for ensuring these goals are attained.    Monitoring of internal practices, as will as awareness 
of the equal opportunity climate in the civilian community (as applicable), enables the 
Commanding Officer to take prompt positive action to counter discrimination or other in 
appropriate practices.    Education to promote an understanding of cultural and ethnic differences 
and to prevent sexual harassment is a command responsibility. 
 
4.    Objective.    This command will implement and maintain a CMEO program in accordance 
with references (a) and (b).    The program will be administered by the CMEO Officer, 
Command Assessment Team (CAT), and the Command Training Team (CTT). 
 
5.    Responsibilities 
 
      a.    CMEO Officer.    The CMEO Officer shall be a commissioned officer with at least four 
years of service appointed in writing by the Commanding Officer to serve as the single point of 
contact for all EO matters at the command.  Duties shall include: 
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            (1) Monitor CAT and CTT membership to ensure compliance with eligibility and training 
requirements.    Maintains copies of all letters of appointment by the Commanding Officer and 
ensures documentation of training service records. 
 
            (2) CTT Leader 
 
            (3) Maintains files and records on all EO matters, such as minutes of CAT and CTT 
meetings, Command Assessment reports and POA&Ms, EO/SH complaints, inspection reports, 
policy statements, and training/informational resources. 
 
            (4) At least once a quarter coordinates CAT and CTT briefings to the Commanding 
Officer, to ensure that he or she is kept fully up to date on all EO matters. 
 
            (5) Closely coordinates with Navy Region, Southwest’s Equal Opportunity Advisor 
(EOA). 
 
            (6) Completes the CAT and CTT indoctrination course, the Navy’s EO correspondence 
course, and the CMEO Officer course. 
 
            (7) The CMEO Officer is a collateral duty, and as such, he/she reports to the 
Commanding Officer via the Executive Officer. 
 
      b.    Command Training Team (CTT).    The CTT shall present command specific training, 
Navy Rights and Responsibilities (NR&R) workshops, annual sexual harassment training, and 
other EO training as may be required.  Qualification requirements for CTT members: 
 
            (1) Paygrade E6 or above.   
 
            (2) Have at least 18 months remaining onboard as determined by projected rotation date 
(PRD). 
 
            (3) Present a sharp military appearance and pass the Physical Readiness Test (PRT). 
 
            (4) No non-judicial punishment (NJP) within the last 24 months. 
 
            (5) Possess good communication and team building skills. 
 
            (6) Appointed in writing and shall complete within six months the CTT Indoctrination 
course and Navy’s EO correspondence course.    These requirements need to be documented in 
the service record and must be repeated if the individual has not actively been assigned to a CTT 
for 24 months or more. 
 
            (7) Minimum number of CTT members is five.    CTT leader is the CMEO Officer. 
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      c.    Command Assessment Team (CAT).    The CAT conducts command assessments of the 
EO climate.    The Executive Officer chairs the CAT.    Membership must include the Command 
Master Chief, Command Career Counselor, Personnel Officer, Legal Officer, CMEO Officer, 
CTT leader and at least one department head.  Additional membership should reflect the 
demographics (pay grade, gender, race, ethnicity, and organizational level) of the command.    At 
least one civilian personnel shall augment the CAT with civilian representation.    Qualification 
requirements for CAT military members: 
 
            (1) 18 months remaining on board as determined by PRD. 
 
            (2) Present a sharp military appearance and pass the Physical Readiness Test (PRT). 
 
            (3) No non-judicial punishment (NJP) within the last 24 months. 
 
            (4) Possess good communication and teambuilding skills. 
 
            (5) Appointed in writing and shall complete within 6 months the CAT Indoctrination 
course and Navy’s EO correspondence course.    These requirements need to be documented in 
the service record and must be repeated if the individual has not actively been assigned to a CAT 
for 24 months or more. 
 
      d.    Command Assessments.    Command assessments are required within six months 
following change of command and at a minimum of annually thereafter.    The most recent 
command assessment results will be included as a part of the Commanding Officer’s turnover.    
As a part of the command assessment the CAT is to record command demographics by 
race/ethnicity/gender/paygrade group and data on retention, advancement, awards, discipline, 
discharge, training and drugs and alcohol.    Awards are a required assessment area and shall be 
included in the Command Equal Opportunity and Sexual Harassment (CEOSH) survey.  See 
reference (a), enclosure (1) for suggested award-related CEOSH questions.   Enclosures (1) 
through (8) shall be utilized in conducting the command EO assessment.    The Command 
Assessment shall be retained for 36 months. 
 
            (1) Collection, Maintenance, and Reporting of Demographic Data.    The Personnel 
Officer will maintain command specific data in the areas of demographics and awards utilizing 
enclosure (1) and (3).    The Command Education and Training Petty Officer will maintain  
Command specific data on advancement utilizing enclosure (2).    The Command Career 
Counselor will maintain command specific data in the area of advancement utilizing enclosure 
(4).    The Legal Officer will maintain command specific information on Discipline and 
Discharge utilizing enclosures (5) and (6).    The Command TAD Orders Clerk will maintain 
command specific data on training utilizing enclosure (7).    The Drug and Alcohol Program 
Advisor (DAPA) will maintain command specific data on drug and alcohol incidents utilizing 
enclosure (8). 
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6.    Reports 
 
      a.    Submit an executive summary of the command assessment results and Plan of Action 
and Milestones (POA&M) to Commander, Navy Region, Southwest, code N163 within one 
month of completion of any assessment process. 
 
      b.    Submit a quarterly Discrimination and Sexual Harassment (DASH) report to 
Commander, Navy Region, Southwest, code N163 the first week of the new quarter.    The report 
should include the number of documented sexual harassment/equal opportunity related 
complaints within the command. 
 
 
 
                                                                         D. D. WOOFTER 
 
Dist: 
List I, Case 1, 3  
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