PROCEDURES FOR FILING A CIVIL LIBERTIES COMPLAINT


1.	Who May File a Complaint

Anyone who believes that some action by the Department of the Army or one of its members has infringed on his or her privacy or civil liberties may file a complaint alleging a violation of civil liberties.

2.	How to File a Complaint

Personnel have several ways to bring complaints to the attention of the appropriate civil liberties point of contact:

· the Army Inspector General (IG) system,
· the Office of the Staff Judge Advocate (SJA) or supporting legal advisor,
· local chaplain, and
· supervisor.
Complaints filed with the Army IG will be processed as IG action requests in accordance with Army Regulation (AR) 20‑1 (Inspector General Activities and Procedures), instead of under the procedures outlined in this enclosure.  Complaints should be initiated with the local IG, and the Army IG Web site (https://www.daig.pentagon.mil) provides the locations and telephone numbers of the nearest offices.  In addition, the site offers information about filing complaints by telephone, regular mail  or email.  The complaint form linked to the site is a helpful way to organize information even if the individual is making a complaint by telephone or in person.  The personally identifiable information of the complainant and the alleged violator(s) is kept confidential in the IG network to the greatest extent possible.

Allegations against senior officials from any source must be reported to the Army IG (see AR 20‑1, paragraph 7‑1l).  Senior officials are defined as general officers, including Army National Guard, U.S. Army Reserve and retired personnel; promotable colonels; and members of the Senior Executive Service.  Special Government employees (scientific or professional, senior level, defense intelligence senior level, and highly qualified experts) are not considered Department of the Army Civilian employees of comparable grade or position under AR 20‑1.  Therefore, IGs will use normal IG investigatory procedures to address allegations against these individuals.  Allegations may be reported using the Army IG Web site at www.daig.pentagon.mil.

Soldiers who believe their privacy or civil liberties may have been violated may seek legal assistance from the Office of the SJA.
In the case of an issue regarding religious matters, Soldiers and civilian employees may seek advice and support from their organization chaplain, who is an appropriate staff member to receive informal complaints.  The chaplain will maintain confidentiality with the individual and advise them to make a formal complaint through both the Equal Opportunity and IG Offices.  Chaplains are also in the position to advise Soldiers of their right to request religious accommodation in accordance with AR 600‑20 (Army Command Policy).

Civilian employees who are members of bargaining units can check their collective bargaining agreements to determine if filing a grievance is an option.

In addition, a supervisor or member of an organization or command may initially receive a complaint.  This individual should notify the SJA (or other supporting legal advisor), and/or the civil liberties point of contact (as described in the next section).

3.	Disposition of Complaints

Each Army Command, Army Service Component Command, and Direct Reporting Unit must assign a command civil liberties point of contact (POC).  Individuals believing their privacy or civil liberties have been violated by some action of the Army or one of its members should contact the POC.

Upon receipt or notification of a complaint, the command POC will notify the chain of command that a complaint has been made.  Based on the recommendation of the command POC and legal review by the SJA (or other supporting legal advisor), the chain of command will determine whether the complaint alleges a violation of privacy or civil liberties.  If an individual first notifies a legal assistance attorney, equal employment opportunity/equal opportunity representative, or chaplain of a potential violation, the command Civil Liberties POC will be notified of a potential allegation while ensuring that confidentiality is maintained.  The command POC will acknowledge receipt of the complaint in writing (see section 4, Record of Complaints, beginning on the next page).

If the complaint does not allege a violation of privacy or civil liberties, the command POC will advise the complainant of that decision in writing and direct the complainant to an alternate means of redress (see figure 1 on page 5).  If the complaint does allege a violation, the command POC and SJA/legal advisor will evaluate whether an inquiry is merited.  In some cases, especially when the command has not taken final action regarding an alleged violation, the command POC’s assistance to the command or complainant may be the best course of action.  For example, the command POC may advise the complainant to submit a formal request for religious accommodation under AR 600‑20, paragraph 5‑6.

When further inquiry is merited, the command POC and SJA/legal advisor should refer the case to the commander of the organization best suited to conduct the inquiry (usually the organization with access to the greatest amount of relevant evidence).  The command POC will inform the complainant of the referral as described in section 4 (a sample notification is at figure 2 on page 6).  The commander or director of the organization assigned responsibility for the inquiry will appoint an investigating officer under the provisions of AR 15‑6 (Procedures for Investigating Officers and Boards of Officers) to conduct an informal investigation.  The SJA will assign an attorney as legal advisor to the investigating officer.  Upon conclusion of the investigation, the investigating officer will report the results to the appointing authority, who will take final action on the report.  The appointing authority will notify the command POC of the findings, recommendations and any actions taken.

Civil liberties complaints made through IG channels will be handled in accordance with the procedures in AR 20‑1.  These cases will be maintained in IG channels and will be reported to the Army Civil Liberties POC semianually.  The reports will not contain any personally identifiable information related to the persons involved and will not identify the units or organizations involved.

When notified of a complaint, the POC will handle the complaint as described in section 3.  The POC will also maintain a record of the complaint in accordance with the Army Records and Information Maintenance System.

Once a complaint has been thoroughly investigated, any necessary remedial or corrective action taken, and the matter reported closed, the agency or command responsible for the investigation will notify the unit civil liberties POC.  In turn, the POC will notify the complainant (a sample notification is at figure 3 on page 7).

[bookmark: RecordOfComplaints]4.	Record of Complaints

Once the POC for the Army Command, Army Service Component Command or Direct Reporting Unit receives a complaint, whether directly or through command, legal or chaplaincy channels, the POC will log the complaint into the Civil Liberties Office database.  Within 10 days, the POC will acknowledge receipt of the complaint in writing.  In this acknowledgment, the POC will inform the complainant whether the complaint alleges a violation of civil liberties.  If the complaint alleges a violation, the POC will notify the complainant that the incident is being forwarded for further investigation.  If the complaint does not allege a violation of civil liberties, the POC will tell the complainant what alternate means of redress might be available.

5.	Redress of Complaints

When a violation of privacy or civil liberties has occurred, the command or organization will take immediate action to remediate and correct the violation or, if that is not possible, to prevent its recurrence.

Once a complaint has been thoroughly investigated, has received a final legal review by the servicing SJA/legal advisor, and any necessary remedial or corrective action has been taken, the matter is closed.  Personnel cannot appeal the final decision on or disposition of a complaint.  However, the responsible command or organization may, at its discretion, reopen a closed complaint or reinvestigate an allegation either when new facts are identified that were not considered during the original investigation, or for other good cause, as determined in consultation with the servicing SJA/legal advisor.

6.	Command Advisement

Civil Liberties POCs will update their commands of complaints submitted and action pending or completed at least semiannually.  A reporting template is at figure 4 on page 8.

7.	Reprisal

Soldiers should report unfavorable personnel actions taken against them in reprisal for submitting allegations of civil liberties violations to the IG (see AR 20‑1, chapter 7) at www.daig.pentagon.mil.  Civilian employees should report unfavorable personnel actions taken against them in reprisal for submitting allegations of civil liberties violations to the Office of Special Counsel or the Department of Defense IG.
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[bookmark: Figure1]FIGURE 1.  SAMPLE ACKNOWLEDGMENT TO COMPLAINANT
FOR AN UNFOUNDED CIVIL LIBERTIES COMPLAINT



COMMAND OR ORGANIZATION 

Date

Office Symbol


Specialist Jane Doe
3030 Anywhere Lane
Small Town, VA  22060

Dear Specialist Doe:

	This letter is in response to your complaint to this office (commander or unit) regarding an alleged violation of your civil liberties by XXXXXXXXXX.

	On (date), I referred your complaint to the Office of the Staff Judge Advocate for a determination of the nature of your complaint.  The legal determination was that your complaint did not allege a violation of your civil liberties.

	Other remedies may address your concerns.  The Office of Equal Opportunity/Equal Employment Opportunity may be the appropriate venue for your complaint.  Please consult your unit equal opportunity representative for assistance.

	Because your case does not involve a violation of civil liberties, this office will not investigate your case.

			Sincerely,




			John R. Smith
			Major, USA
			Civil Liberties Point of Contact


[bookmark: Figure2]FIGURE 2.  SAMPLE ACKNOWLEDGMENT TO A COMPLAINANT
FOR A VALIDATED CIVIL LIBERTIES COMPLAINT



COMMAND OR ORGANIZATION

Date

Office Symbol


Specialist Jane Doe
3030 Anywhere Lane
Small Town, VA  22060

Dear Specialist Doe:

	This letter is in response to your complaint to this office (commander or unit) regarding an alleged violation of your civil liberties by XXXXXXXXXX.

	Your complaint is being forwarded to the Commander, [unit], for further investigation under the procedures outlined in AR 15‑6.

	You will be notified when the investigation is complete.

			Sincerely,




			John R. Smith
			Major, USA
			Civil Liberties Point of Contact


[bookmark: Figure3]FIGURE 3.  SAMPLE NOTIFICATION OF RESULTS
OF A CIVIL LIBERTIES COMPLAINT



COMMAND OR ORGANIZATION

Date

Office Symbol


Specialist Jane Doe
3030 Anywhere Lane
Small Town, VA  22060

Dear Specialist Doe:

	This is to inform you of the results of your complaint to this office (commanderor unit c) regarding an alleged violation of your civil liberties by XXXXXXXXXX.

	Your allegation was investigated and appropriate action taken.  You may contact me at  XXXXXXX (telephone number, email address) for any additional information regarding the results of your complaint.

	I hope this resolves your concern.  Thank you for bringing this issue to our attention.  It is important that the Army ensure the proper protection of civil liberties.

			Sincerely,




			John R. Smith
			Major, USA
			Civil Liberties Point of Contact


[bookmark: Figure4]FIGURE 4.  SAMPLE CIVIL LIBERTIES REPORT


SUMMARY OF CIVIL LIBERTIES COMPLAINTS

XX FY XX (Month 20XX through Month XX 20XX

DEPARTMENT OF THE ARMY

UNIT DESIGNATION

TOTAL NUMBER OF COMPLAINTS:  XX


Complaint 1:

Description of Complaint:


Findings:


Disposition:


Complaint 2:

Description of Complaint:


Findings:


Disposition:


Complaint 3:

Description of Complaint:


Findings:


Disposition:
