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CHAPTER 6. COUNSELI NG
The Rol e of the FWP Managers/ Coordi nat ors.

FWP Managers and Coordi nators provide counseling to

t hose individuals who may need hel p whil e experiencing
probl emrs on the job. However, the role of the FW
Manager or Coordinator is neither that of an

i ndi vi dual advocate nor an EEO Counsel or. The EEO
Counsel or is a HUD enpl oyee, appointed by the EEO
Oficer with the approval of the Director of Equa

Enpl oynment Qpportunity, who has been trained to assist
enpl oyees who feel they have been discrimnated

agai nst on grounds of race, color, religion, sex,
national origin, age, nental or physical disability,

or have been subject to reprisal or pay disparity
based on sex, or sexual harassment. The EEO
Counselor's role is to look into the matter and either
resolve it informally or advise the enpl oyee on how to
file a formal conplaint of discrimnation. The role
of the FWP Manager or Coordinator is to assist
individuals in finding ways to handl e a particul ar
situation, or act as a reference agent to identify for
the enpl oyee the appropriate resource(s). In
performing this role, FW Managers and Coordi nators
shoul d note individual problems that mght point to
trends or systemc barriers affecting nenbers of a
particul ar group, which nmay be brought to nmanagenent's
attention.

Scope.

The scope of counseling done by FWP Managers and
Coordi nators may extend to the foll owi ng areas:

A Car eer Devel opnent .

A maj or counseling concern of FWP Managers and
Coordinators at all levels is career devel opnent.
Whet her FWP Managers and Coordi nat ors conduct
group di scussions or counsel individua

enpl oyees, the following points are inportant to
relay during the discussions:
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(1) Ensuring that the participant is aware of
the necessity of self-evaluation and
assessnent, and of the responsibility they
must exercise in their own career
devel opment .

(2) Ading the participant in |learning nore
about the job nmarket, what skills are
required, and how to match this know edge
with sel f-appraisal

(3) Assisting participants in translating
information into an active career
devel opnment plan, a plan which identifies an
ultimate career goal, internedi ate goals and
needed training and devel opnent.

I ndi vi dual personal problens.

FWP Managers and Coordi nators are not expected to
be experts on all kinds of enployee problens and
questions which may arise. Their function
however, makes them a natural point of initial
contact for enpl oyees who suspect sex

di scrimnation or sexual harassnment. Such

enpl oyees will often seek advice from FWP
Managers and Coordi nators before trying the nore
formal procedures, or to request their help in
clarifying the existence and nature of a probl em
If, after informal discussions with the FWP
Manager or Coordinator, the enployee still feels
the probleminvol ves sex or other forns of

di scrim nation, the enployee should be referred
to an officially appointed and trained EEO
Counsel or.

Each recogni zed matter for conplaint

(discrimnation, grievances, position classification

adverse action) has a specific procedure to be

foll owed. FWP Managers and Coordi nators shoul d
be know edgeabl e about basic procedures in order
to advise enployees as to the type of conplaint

or action involved and to reconmend themto the
appropriate resources if the enpl oyee w shes to
take further action. Therefore, it is strongly
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recomrended that FWP Managers and Coordi nators
acquire sone training in the el enents of



conpl ai nt processi ng.
EEO Counsel i ng (Pre-conpl ai nt Processing).

This is the first step in the resolution of

al l egations of discrimnation. As previously
stated, FWP Managers and Coordinators are not EEO
Counsel ors. Therefore, they should avoid

pre-conpl ai nt counseling on a one-to-one basis. The

FWP Managers and Coordi nators nore appropriate
counsel ing functions are individual or group
career counseling, devel oping and/or publi cizing
career counseling sources for enpl oyees at all

| evel s, and hel pi ng enpl oyees to determ ne the
appropriate source of help in resolving

i ndi vi dual personal problens for which
speci al i zed resources have been established.

Recei pt of Sex Discrimnmnation Conplaints.

FWP Managers and Coordi nators are designhated as
Departnental O ficials who nmay receive conplaints
of discrimnation based on sex. Their role,
however, is to forward such conplaints to the
appropriate authorities for processing under
controlling regulations. FW Mnagers and

Coordi nators are not to become involved in the
adj udi cation of conplaints or serve as a
representative for either the conplainant or the
Departnent in individual cases. Prelininary

di scussions with enpl oyees who eventually file
formal conplaints nmust not be substituted for, or
interfere with, the tinely pre-conplaint
counsel i ng process specified in applicable

Depart mental regul ations.
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