EMPLOYEE COMPLAINT ASSISTANCE PROGRAM (ECAP) PROCEDURES

Agency Representative contacts the
OSEEOC to express a need

\ 4

OSEEOC sends agency Rep ECAP
Needs Assessment Questionnaire to be
completed and returned within 24 hours

\ 4

Agency Rep returns the questionnaire to
OSEEOC for decision within 24 hours

<

Request granted

/

OSEEOC sends contact information of
3 ECAP Investigators

™~

Request denied
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OSEEOC indicates reason on questionnaire.
Form returned to agency Rep.

A 4

A 4

Requesting Agency Rep contacts ECAP
Investigator(s) to make selection

If no one from list is available,
requesting agency Rep contacts the
OSEEOC for 3 additional names and
contact information

A 4

CASE CLOSED

\ 4

ECAP Investigator agrees to investigate

\ 4

Requesting agency Rep sends Case Tracking
Form to OSEEOC

A 4

Requesting agency Rep sends ECAP
Investigator complaint information and
supporting documents

A 4

Requesting agency Rep sends Complainant
acknowledgement letter with ECAP
Investigator’s contact information within 48

A 4

Investigation Conducted in accordance to
COMAR and SPP within time constraints

\ 4

Investigation completed and packet with
recommendations sent to requesting agency
Rep

\ 4

Agency head issues written decision to
Complainant based on report of investigation
and proposed decision recommended by the
ECAP Investigator

A 4

Requesting Agency Rep sends Case Tracking
Form with investigative report to OSEEOC —
CASE CLOSED
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