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MDA ANTI-HARASSMENT PROCEDURES 
IMPLEMENTATION GUIDE 

This guide provides information on the implementation of the Missile Defense Agency (MDA) 
Anti-Harassment Program.  It was developed to implement U.S. Equal Employment Opportunity 
Commission (EEOC) and Department of Defense (DoD) standards and guidelines and to address 
the requirements of U.S. laws and applicable regulations.  The guide is intended to be used as a 
desk reference for managers and supervisors, employees, fact-finders, and other stakeholders 
(e.g., Equal Opportunity (EO), Human Resources (DOH), and General Counsel (GC)) to assist in 
ensuring prompt, thorough and impartial action is taken regarding harassment allegations. 

This guide offers considerations to be addressed regarding specificity of the process.  These 
considerations include designating an Inquiry Officer, informing employees of the process and 
how to access it, handling reports of harassment, conducting inquiries (fact-finding) into 
harassment allegations, and tracking and monitoring such allegations.  The procedures reflect 
that MDA will maintain separate processes for responding to harassment that detracts from an 
efficient workplace, Equal Employment Opportunity (EEO) complaints of unlawful 
discriminatory harassment and criminal allegations. 

MDA’s anti-harassment policy and procedures are intended to ensure immediate and appropriate 
action is taken in response to allegations of harassing conduct, including the use of disciplinary 
action, and to eliminate harassing conduct regardless of whether the conduct violated the law.  
The overarching goal of the policy and procedures is to address harassing conduct at the earliest 
possible stage, before it can become severe or pervasive, e.g., behavior that is widespread, 
common, or repeated.  To support these goals, MDA’s process calls for initiating a prompt, 
thorough, and impartial inquiry or investigation into a harassment allegation within 10 days of 
notification of the allegation, for completing investigations within 30 days and initiating 
appropriate administrative and disciplinary action within 60 days when harassment is found to 
have occurred.  Resources will be applied to meet these process timelines but timelines may be 
adjusted to ensure the process is thorough and fair. 

The EEO complaints process and the Anti-Harassment Program are separate and distinct.  The 
EEO complaint process is designed to make individuals whole for discrimination that already has 
occurred and to prevent the recurrence of the unlawful discriminatory conduct.  The Anti-
Harassment program seeks to address and resolve harassing conduct before it reaches the level of 
discrimination, as defined under the anti-discrimination laws.
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DEPARTMENT OF DEFENSE 

MISSILE DEFENSE AGENCY 
5700 18th STREET 

FORT BELVOIR, VIRGINIA 22060-5573 

SUBJECT:  Anti-Harassment Procedures – Implementation Guide 

1. PURPOSE.  These written procedures:

a. Supersede Missile Defense Agency’s “Procedures for Preventing and Eliminating
Harassing, Hazing and Bullying Conduct,” dated June 8, 2018 [Reference (a)]. 

b. Were developed to implement U.S. Equal Employment Opportunity Commission (EEOC)
and Department of Defense (DoD) standards and guidelines and to address the requirements of 
U.S. laws and applicable regulations.  A list of the primary references appears in the References 
section of these procedures.   

c. Are in addition to MDA’s long-standing anti-harassment policy expressed in Policy
Memorandum No. 20 [Reference (b)]. 

d. Incorporate DoD Instruction 1020.04 “Harassment Prevention and Response for DoD
Civilian Employees,” June 30, 2020, [Reference (c)]. 

e. Ensure appropriate officials are notified of, and have the opportunity to promptly correct
harassing, hostile or abusive conduct before the conduct becomes so severe or pervasive as to 
constitute discrimination. 

f. Encourage employees to speak out against or report any type of harassing, hazing and
bullying conduct even when they are not directly involved. 

g. Do not apply to complaints of allegations of sexual assault.  These are referred to the
appropriate authorities for civilian personnel; or managed in accordance with DoD Instruction 
1020.03, “Harassment Prevention and Response in the Armed Forces,” February 8, 2018 
[Reference (d)]. 

2. APPLICABILITY.  These procedures apply to all MDA executives, managers, supervisors,
and all federal civilian employees (including Other Government Agency (OGA) personnel),
active duty Service members and applicants for employment with MDA at any of its duty
locations.  MDA will, in accordance with DoDI 1020.03, Sec 2.5.c, [Reference (d)] refer
harassment complaints from Service members assigned, detailed, or otherwise working in MDA
to the Service member’s Military Department and provide them information regarding reporting
options.
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3. POLICY.  It is MDA policy to:

a. Maintain a model workplace free from harassment, to include harassing conduct that
while not unlawful, adversely affects the work environment.  Harassment is unwelcome conduct, 
verbal or physical, based on an individual’s race, color, religion, sex (sexual harassment, sexual 
orientation, gender identity, lesbian, gay, bisexual, and transgender (LGBT) and pregnancy), 
national origin, age (40 or over), disability, genetic information or retaliation.  Conduct covered 
by these procedures is broader than the legal definition of unlawful harassment and includes 
harassing, hazing, and bullying conduct, even if not severe or pervasive and even if not based on 
a protected status.  Social media and near real-time electronic communications have 
fundamentally altered how we interact with others, both individually and in groups.  The 
prohibition of harassment, hazing, and bullying extends to such misconduct committed via 
electronic communications as well as in the context of in-person interactions. 

b. Encourage employees to immediately report harassing, hostile or abusive conduct as soon
as possible before it becomes severe or pervasive.  Assure individuals they will be protected 
against any retaliation or reprisal for engaging in these procedures.   

c. Prevent and respond quickly to harassment behavior.

(1) MDA processes for addressing harassment will provide a timely, thorough, and
impartial inquiry into allegations of harassment, as appropriate.  MDA’s process calls for 
initiating a prompt, thorough, and impartial inquiry or investigation into a harassment allegation 
within 10 days of notification of the allegation, for completing investigations within 30 days and 
initiating appropriate administrative and disciplinary action within 60 days when harassment is 
found to have occurred.  Resources will be applied to meet these process timelines but timelines 
may be adjusted to ensure the process is thorough and fair. 

(2) MDA will maintain separate processes for responding to harassment that detracts from
an efficient workplace, EEO complaints of unlawful discriminatory harassment, and criminal 
allegations. 

(3) Allegations against MDA leadership officials will be referred to GC who, after
consultation with DOH, will make a recommendation to the Director for Operations (DO) and/or 
the Executive Director (DX) on the appropriate action officers to investigate and take appropriate 
administrative and disciplinary action.  GC will report cases against Senior DoD Officials to the 
DoD Inspector General within 5 workdays of receipt as required by DoDD 5505.06 [Reference 
(e)]. 

d. Hold leaders at all levels accountable for fostering a climate that is free from harassment,
supports those who allege harassment, and prohibits retaliation and reprisal against those who 
allege harassment or assist in any inquiry regarding such allegations. 

e. Identify and promote available resources, to include the MDA Alternative Dispute
Resolution process, to aid in resolving alleged harassment. 
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f. Protect the confidentiality of those reporting harassment to the maximum extent possible.

4. RESPONSIBILITIES.

a. The Executive Director (DX) will:

(1) Ensure implementation and enforcement of these procedures.

(2) Resolve any disputes regarding the need for further investigation.

(3) Provide sufficient resources (personnel and funds) necessary for effective and efficient
implementation and management of these procedures. 

(4) As needed, determine when to conduct a fact-finding inquiry/further investigation and
appoint appropriate personnel to conduct an inquiry or investigation.  The officer appointed will 
be external to the MDA 2-letter organization(s) involved. 

b. The Director for Operations (DO) will:

(1) Oversee the implementation and operation of the anti-harassment program in
accordance with applicable laws, these procedures and other DoD policies. 

(2) As needed, determine when to conduct a fact-finding inquiry/further investigation and
appoint appropriate personnel to conduct an inquiry or investigation.  The officer appointed will 
be external to the MDA 2-letter organization(s) involved. 

(3) Assess operation of the program, including conducting periodic reviews to ensure the
processing of allegations within established procedures and appropriate administrative and 
disciplinary action is promptly taken when harassment is found to have occurred.   

c. Directors, Program Executives, and Direct Report Staff will:

(1) In consultation with DOH, ensure immediate and appropriate corrective
administrative or disciplinary action, up to and including removal from the federal service, is 
initiated against personnel who have engaged in substantiated harassing, hostile or abusive 
conduct or who have not carried out their responsibilities under these procedures. 

(2) Make available, at all times, two qualified individuals (MDA civilian(s) and/or
military member(s)) from their organization, who will upon appointment conduct an inquiry or 
investigation. 

d. Supervisors and Managers will:

(1) Ensure a professional workplace free of illegal harassment and hostile or abusive
conduct and ensure their offices are in full compliance with the requirements in these procedures. 
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(2) Ensure subordinates are aware of these procedures and their requirements.

(3) Maintain an open-door policy for employees to raise their concerns.

(4) Act promptly and effectively, within 10 days of receiving the allegation of
harassment, to stop harassing, hostile or abusive conduct of which they are or should be aware. 

(5) Notify appropriate officials of reported or observed harassing, hostile or abusive
conduct and their efforts to correct the conduct. 

(6) Appropriately evaluate subordinate supervisors and managers of their performance
under these procedures. 

(7) Participate in required training.  Ensure subordinates also complete required training.

(8) Monitor the work environment following a report alleging a violation of these
procedures to ensure there are no further violations. 

(9) Take necessary measures to ensure there is no retaliation against any individual who
reports harassing, hostile or abusive conduct, or who participates in an inquiry or investigation.  
MDA has zero tolerance for adverse treatment of any individual because they report harassing, 
hostile or abusive conduct. 

e. The Director, Human Resources (DOH) will:

(1) Disseminate these procedures to all employees on an annual basis and periodically
remind employees of their responsibilities under these procedures.  MDA will also include these 
procedures in new employee orientation to ensure all employees understand behavior 
expectations, responsibilities and reporting. 

(3) Maintain an e-mail address at DOH-ATHP@mda.mil to respond to inquiries from
MDA employees.  

(2) Receive reports alleging harassing, hostile or abusive conduct and ensure MDA
management officials begin an inquiry or investigation within the timelines stated in these 
procedures. 

(3) Consult with GC and make recommendations to the DO and/or the DX as needed for
appointment of an action officer to conduct an inquiry or investigation of an allegation made 
against an MDA leadership official.   

(4) Provide oversight, technical assistance, and support to supervisors, managers, and
employees to ensure compliance with these procedures. 
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(5) Provide information to alleged victims regarding the requirements for filing
complaints under other avenues (e.g., administrative grievance and EEO). 

(6) Advise supervisors and managers on taking immediate and appropriate corrective
action, up to and including removal from the federal service, against personnel who have 
engaged in substantiated harassing, hostile or abusive conduct or who have not carried out their 
responsibilities under these procedures. 

(7) Notify an employee who has made an allegation when an inquiry or investigation
begins and provide updates during the inquiry process consistent with Section 552a of Reference 
(h) (Privacy Act of 1974).  Provide a complainant information regarding the inquiry process and
other helpful resources, as applicable (e.g., Employee Assistance Program).

(8) Maintain a written record of reports of harassing, hostile or abusive conduct and
actions taken pursuant to these procedures.  Maintain and provide metrics and reports as needed. 

(9) Advise the Director, Equal Opportunity and Diversity Management (EO) on the
actions taken pursuant to these procedures so they can determine compliance with federal sector 
EEO requirements, and provide a copy of the reports, findings, and actions, as requested. 

(10) In conjunction with GC and EO, develop and provide training for all employees,
supervisors and managers in accordance with Section 5 of Reference (c). 

(11) Maintain a list of inquiry officers updated on an annual basis.

(12) In conjunction with GC and EO, develop and provide training for inquiry officers.

f. The Director, Equal Opportunity and Diversity Management (EO) will:

(1) Provide technical advice to agency officials and inquiry officers regarding these
procedures. 

(2) In conjunction with GC and DOH, develop and provide training for all employees,
supervisors and managers in accordance with Section 5 of Reference (c). 

(3) In conjunction with GC and DOH, develop and provide training for inquiry officers.

(4) Monitor and track trends and conduct periodic trend analyses.

(5) In coordination with DO and DOH, report activity to the Equal Employment
Opportunity Commission annually as required. 

g. The General Counsel (GC) will:

(1) Provide all legal advice to Agency officials regarding these procedures.
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(2) In conjunction with DOH and EO, develop and provide training for inquiry officers.

(3) In conjunction with DOH and EO, develop and provide training to all employees,
supervisors and managers in accordance with Section 5 of Reference (c). 

(4) Coordinate on any proposed administrative or disciplinary action resulting from
substantiated harassing, hostile or abusive conduct or against personnel who have not carried out 
their responsibilities under these procedures. 

(5) After consultation with DOH, make a recommendation to the DO and/or the DX as
needed on the appropriate action officer to investigate an allegation made against a MDA 
leadership official.   

(6) Represent the Missile Defense Agency in litigation or appeals.

(7) GC will report cases against Senior DoD Officials to the DoD Inspector General
within 5 workdays of receipt as required by DoDD 5505.06 [Reference (e)]. 

h. Employees will:

(1) Refrain from engaging in harassing, hostile or bullying conduct and understand their
rights and responsibilities under these procedures. 

(2) Inform their immediate supervisor, a management official, or DOH of harassing,
hostile or abusive conduct.   

(3) Fully cooperate in any inquiry or investigation of harassing, hostile or abusive
conduct. 

(4) Participate in the required training to ensure they understand their rights and
responsibilities.  

5. DEFINITIONS.

a. Harassing conduct is unwelcome conduct, verbal or physical, based on an individual’s
race, color, religion, sex (sexual harassment, sexual orientation, gender identity, lesbian, gay, 
bisexual, and transgender (LGBT) and pregnancy), national origin, age (40 or over), disability, 
genetic information or retaliation when: 

(1) The behavior can reasonably be considered by an objective person to adversely affect
the work environment, or  

(2) An employment decision affecting the employee is based upon the employee’s
acceptance or rejection of such conduct. 
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b. Harassing conduct includes, but is not limited to:

(1) Unwanted physical contact.

(2) Offensive jokes.

(3) Epithets or name-calling.

(4) Ridicule or mockery.

(5) Insults or put-downs.

(6) Displays of offensive objects or imagery.

(7) Offensive non-verbal gestures.

(8) Stereotyping.

(9) Intimidating acts.

(10) Veiled threats of violence.

(11) Threatening or provoking remarks.

(12) Racial or other slurs.

(13) Derogatory remarks about a person’s accent or disability.

(14) Displays of racially offensive symbols.

(15) Hazing.

(16) Bullying.

6. CONDUCT COVERED.

a. The conduct covered by these procedures is broader than the legal definition of unlawful
harassment.  It includes harassing, hazing and bullying conduct, even if the conduct is not severe 
or pervasive.  This policy covers conduct of a harassing, hazing and bullying conduct directed 
towards any individual.  Prohibited conduct includes harassing, hostile and abusive behavior 
directed toward MDA personnel, even if not based upon a protected status as defined by a 
federal discrimination statute.  For example, normally, a single ethnic, sexual, or racial epithet 
that offends a reasonable person would be insufficient to constitute unlawful harassment in 
violation of Title VII of the Civil Rights Act of 1964, as amended, Section 200e-16 of Title 42, 
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United States Code [Reference (f)].  However, it is MDA’s policy that such conduct is 
unacceptable and MDA will take corrective action to maintain a professional work environment. 

b. It is important to note that harassment allegations vary in complexity, with each case 
reflecting a position on a continuum – from the very simple to the extremely complex.  The 
simplest cases would be those where there is a single incident between co-workers and the 
supervisor acts as their own fact-finder. 

c. The goal of these procedures is to avoid, or at least limit, harm to any employee subjected 
to unwelcome harassing, hostile or abusive conduct, including but not limited to conduct based 
on a protected characteristic, by ensuring the appropriate officials are notified and have the 
opportunity to promptly correct such conduct before it becomes so severe or pervasive as to 
violate the law. 

7. TIME FRAMES AND PROMPTNESS.

a. Promptness is one of the most critical aspects of the process, and is important to note in
addressing any allegation. 

b. To ensure promptness, MDA management officials will begin an inquiry within 10 days
of allegation notification, and should complete investigations within 30 days with a goal of 
taking appropriate administrative and disciplinary action within 60 days when harassment is 
found to have occurred. 

c. When a fact-finding effort is taking longer than 30 days, the fact finder must develop and
submit written justification as to why the process is taking so long and an estimated completion 
date. 

8. PROCEDURES

a. Reporting.  The procedures for reporting incidents of harassing, hostile or abusive conduct
are as follows: 

(1) MDA encourages any individual who believes they have been subjected to unwelcome
harassing, hostile or abusive conduct to inform the person(s) responsible for the conduct that it is 
unwelcome and offensive and request that it cease.  If the employee is uncomfortable 
confronting the responsible person(s) about the conduct, they should report the matter to: 

(a) Their own supervisor; and/or

(b) The supervisor of the employee engaging in the harassing, hostile or abusive
conduct; and/or  

(c) Another supervisor or other management official; and/or
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(d) DOH; and/or

(e) GC.

(2) MDA encourages any employee who knows of harassing, hostile or abusive conduct
directed at others to report the matter to the supervisor of the offending employee, another 
supervisor or management official, or to DOH. 

(3) Contacts to the telephone line or e-mail address listed below will be confidential.
Employees may obtain information about these procedures, or report harassing, hostile or 
abusive conduct to DOH by e-mailing DOH-ATHP@mda.mil or calling the DOH Customer 
Service Desk at 256-313-9726. 

b. Management Response to Reports.  Notifying Appropriate Officials of Report.

(1) Supervisors, managers and other officials who become aware of alleged harassing,
hostile or abusive conduct must notify DOH no later than 1 business day following observance 
or receipt of a report of this conduct.  The notification to DOH must be in writing and include a 
description of any steps taken in response to the observed or reported conduct.  (An email 
notification will suffice.) 

(2) When a report is made directly to DOH, they will:

(a) Immediately acknowledge receipt of the report; and

(b) Notify the Directors, Program Executives, or Direct Report staff’s organizational
manager, or a management official in the organization, of the office implicated in the report. 

c. Inquiry into Allegations.

(1) DOH will initiate a prompt, impartial preliminary intake inquiry in a manner
appropriate to the allegation and will consult with EO and GC, as necessary.  The preliminary 
inquiry should determine: 

(a) What conduct is at issue.

(b) Who is involved.

(c) Whether any immediate corrective action is required to insulate the alleged victim
from further harassing, hostile or abusive conduct. 

(d) What action is necessary and appropriate to otherwise address the conduct.

(2) DOH will advise the DO and/or the DX of the results of any preliminary intake
inquiry and recommend whether to conduct an internal investigation.  The decision whether to 
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conduct a further inquiry or investigation is fact specific and is made by the DO and/or the DX 
on a case-by-case basis.   

(3) When a fact-finding inquiry is conducted, the DO and/or the DX will appoint an 
inquiry officer external to the organization involved. 

(a) The DO and/or the DX may engage management officials from outside the office 
involved or secure an investigative service external to MDA if deemed necessary. 

(b) Fact-finding inquiries should be completed within the timelines stated in these 
procedures and must be conducted in an impartial manner. 

(c) The inquiry officer will submit their findings in a written report to DOH, who 
will provide it to the DO and/or the DX and GC. 

d. Taking Corrective Action.

(1) After review by the DO and/or the DX, the inquiry report is provided to the Executive
Functional Manager of the organization and to the supervisor or management official responsible 
for taking action.  If it is determined that unwelcome harassing, hostile or abusive conduct 
occurred, appropriate disciplinary corrective action should be initiated within 60 days of original 
notification of the harassment complaint. 

(2) To determine the appropriate corrective action, the supervisor or management official
responsible for taking action against the individuals implicated in the report will consult with 
DOH and GC.  The action necessary depends on the severity and/or pervasiveness of the offense, 
the response required in order to end such conduct, the offender’s disciplinary and conduct 
history, and other relevant circumstances.  Disciplinary action up to and including removal from 
federal service may be taken. 

(3) MDA will take appropriate corrective action up to and including removal from the
federal service, against any supervisor or other management official who fails to perform their 
obligations established in these procedures, including failure to report known violations or to 
take appropriate action based upon substantiated violations. 

(4) Complaints from a service member against another service member will be turned
over to the respective Military service involved for appropriate investigation/corrective action as 
required by References (d) and (g). 

(5) Complaints against contractor personnel will be referred to the Director for
Contracting (CT) for appropriate investigation/corrective action. 

(6) Complaints against OGA personnel will be referred to the applicable government
entity for appropriate investigation/corrective action. 

e. Maintaining Confidentiality, Keeping Records, and Monitoring Compliance.
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(1) Maintaining Confidentiality.  DOH will maintain all reports of harassing, hostile or
abusive conduct and related information on a confidential basis to the greatest extent possible.  
MDA will keep confidential the identity of the employee alleging that harassing, hostile or 
abusive conduct occurred, except as necessary to conduct an appropriate investigation into the 
alleged violation(s), to take corrective administrative or disciplinary action, or when otherwise 
required by law or regulation. 

(2) Writing Reports and Maintaining Records.  DOH will document their preliminary
intake inquiry, and the individual conducting the internal inquiry or investigation must provide a 
written report to DOH.  The report will contain the final resolution of each allegation of 
harassing, hostile or abusive conduct in accordance with these procedures. 

(a) The internal inquiry or investigation report must identify the individuals
implicated, the conduct involved, and the corrective action taken, if any.  The records must be 
sufficient to aid DOH and GC in determining how to advise on appropriate actions based upon 
the findings of the investigation and any actions necessary to address any future incidents. 

(b) Written reports will include a detailed description of the investigation, an
explanation of any conclusions, the reasoning for any corrective action issued, and/or any 
documents or other tangible evidence obtained during or created as a result of the investigation. 

(c) DOH will maintain the written reports in a secure location.  These reports are
protected by section 552a of Reference (h) (Privacy Act of 1974), and are maintained in 
accordance with its requirements and exemptions. 

(d) DOH will provide metrics to the DO on a monthly basis and to Agency forums
when requested. 

(3) Monitoring the Procedures.  DOH will ensure these procedures are properly executed
by: 

(a) Monitoring inquiries and investigations of reported or otherwise discovered
harassing, hostile or abusive conduct. 

(b) Consulting with GC and EO in providing guidance concerning the information to
be gathered and methods to be used during inquiries and investigations. 

(c) Otherwise ensuring that investigations are quick, thorough, impartial, and
appropriate to the allegation. 

(4) Monitoring the Work Environment.  Senior/executive leaders are responsible for
ensuring their offices are in full compliance with the requirements in these procedures.  In 
addition, these officials are responsible for monitoring the work environment following a report 
alleging a violation of these procedures to ensure there are no further violations. 
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f. Protection against Retaliation.  Senior/executive leaders, supervisors, and management
officials will take necessary measures to ensure there is no retaliation against any individual who 
reports harassing, hostile or abusive conduct, or who participates in an inquiry or investigation.  
MDA has zero tolerance for adverse treatment of any individual because they report harassing, 
hostile or abusive conduct.  Violators are subject to appropriate corrective administrative or 
disciplinary action up to and including removal. 

9. STATUTORY CLAIMS AND APPEALS.

a. Filing Statutory or Administrative Complaints.  The purpose of these procedures is to stop
harassing, hostile or abusive conduct that has occurred and to deter its occurrence in the future.  
Corrective action in accordance with these procedures does not provide the remedies available in 
the EEO or other processes, such as compensatory damages.  Filing a report in accordance with 
these procedures does not satisfy the requirements for filing an EEO complaint, an appeal, or a 
grievance and obtaining remedies pursuant to them, nor does it delay the time limits for 
initiating those procedures.  Thus, an employee who chooses to pursue statutory or 
administrative remedies for unlawful harassment must select one of the available forums as 
follows: 

(1) For an EEO complaint pursuant to section 1614 of Title 29, Code of Federal
Regulations (CFR) [Reference (i)] available for all claims of harassment, contact the MDA EO 
within 45 calendar days from the most recent incident of alleged harassment (or effective date of 
personnel action if one is involved), as required by section 1614.105(a)(1) of Reference (i). 

(2) For an administrative grievance, file a claim in accordance with MDA Instruction
1400.03-INS, “Administrative Grievance System” (Reference (j)). 

(3) For an appeal to the Merit Systems Protection Board (MSPB) pursuant to section
1201.22 of Title 5, CFR (Reference (p)), file a written appeal to the MSPB within 30 calendar 
days of the effective date of an appealable action as defined in section 1201.3 of Reference (k), 
or within 30 days of the date of receipt of the Agency’s decision, whichever is later. 

b. Reporting Harassing, Hostile or Abusive Conduct Raised in the Statutory or
Administrative Process.  These procedures are designed to address harassing, hostile and abusive 
conduct before it rises to the level of illegal discrimination for which an employee can exercise 
the statutory right to file an EEO complaint or MSPB appeal.  Their purpose is to ensure 
management is notified of and has the opportunity to correct the conduct, whether or not the 
employee has filed an EEO complaint, administrative grievance, or MSPB appeal.  MDA may be 
held responsible when the Agency was aware of and failed to promptly correct the harassing, 
hostile or abusive conduct.  

(1) If an employee pursues a complaint of harassment through the EEO process, an
MSPB appeal, or an administrative grievance, the MDA official who receives notice of such 
complaint or appeal will promptly notify DOH.  DOH will treat the notice as a report under 
Paragraph 8 of these procedures.   
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(2) DOH will provide the record of actions taken under these procedures to the office
handling a parallel statutory claim or administrative grievance. 

10. EFFECTIVE DATE.  These procedures are effective immediately.

LAURA M. DESIMONE 
Executive Director 
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