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Re: Preliminary Determination: Audit and Analysis of the
Department of Homeless Services’ Equal Employment
Opportunity Program from January 1, 2011 to June 30, 2013,

Dear Commissioner Ovesey:

On behalf of the members of the Equal Employment Practices
Commission (Commission or EEPC), thank you and your agency
for the cooperation extended to our staff during the course of this
audit. This letter contains the Commission’s findings and
preliminary determinations pursuant to our audit and analysis of
your agency’s Equal Employment Opportunity (EEQ) Program for
the period covering January 1, 2011 to June 30, 2013.

The New York City Charter, Chapter 36, Section 831(d)(5),
empowers this Commission to audit and evaluate city agencies’
employment practices, programs, policies and procedures, and
their efforts to ensure fair and effective equal employment
opportunity for employees and applicants seeking employment
with city agencies. Section 831(d}(2) provides that this
Commission may, pursuant to an audit, make a preliminary
determination that any plan, program or procedure utilized by any
city agency does not provide equal employment opportunity and
recommend all necessary and appropriate procedures,
approaches, measures, standards and programs to be utilized by
agencies in these efforts.

The Department of Homeless Services, which may herein be
referred to as “the agency,” falls within the Commission’s purview
under Chapter 36, Section 831(a) of the New York City Charter,
which delineates city agency as any “city, county, borough or
other office, administration, board, department, division,
commission, bureau, corporation, authority, or other agency of
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government where the majority of the board members of such agency are appointed by the
mayor or serve by virtue of being city officers or the expenses of which are paid in whole or
in part from the city treasury...”

The purpose of this audit and analysis is to evaluate the agency’s EEO Program, not to issue
findings of discrimination pursuant {0 the New York City Human Rights Law. This
Commission has adopted Uniform Standards for EEPC Audits? and Minimum Equal
Employment Opportunity Standards for Community Boards 1o assess agencies’ EEO
programs and policies for compliance with federal, state and local laws, regulations, policies
and procedures which are designed to increase equality of opportunity for municipal
government employees and job applicants. These standards are founded upon and
consistent with federal, state and local laws, regulations, procedures and policies including,
but not limited to, the Citywide Equal Employment Opportunity Policy - Standards and
Procedures to be Utilized by City Agencies; New York City Human Rights Law (NYC
Administrative Code, §§8-107.1(a) and 8-107.13(d)); New York State Civil Service Law §55-
a; Equal Empioyment Opportunity Commission’s Instructions to Federal Agencies for EEQ,
Management Directive 715; Uniform Guidelines on Employee Selection Procedures (29 CFR
§81607.3 - 1607.7) and the equal employment opportunity requirements of the New York
City Charter. Recommendations for corrective actions are consistent with the
aforementioned parameters.

Since this Commission is empowered to review and recommend actions which each agency
should consider including in its annual plan of measures and programs to provide equal

employment opportunity (Annual EEQ Plan), the audited agency should incorporate required
corrective actions in its current EEO Program and prospective Annual EEO Plans.

Scope and Methodology

This Commission’s audit methodology includes collection and analysis of the documents,
records and data the agency provides in response to the EEPC Document and Information
Regquest Form; responses to the EEPC Interview Questionnaires for EEO professionals and
others involved in EEQ program administration; responses to the EEPC Employee Survey and
the EEPC Supervisor/Manager Survey; and, if applicable, review of the agency’s Annual EEQ
Plans and Quarterly EEO Reports and analysis of workforce and utilization data from the
Citywide Equal Employment Database System (CEEDS).

EEO professionals (including, but not limited to, past or current EEO Officers, Deputy or Co-
EEQO Officers, EEQ Counselors, EEO Trainers, EEO Investigators, Disability Rights
Coordinators, Career Counselors, 55-a Program Coordinators) and others involved in EEQ
program administration such as the General Counsel and Principal Human Resources
Professional are given a two-week deadline to complete and return their individual

1 Corresponding audit/analysis standards are numbered throughout the document.
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questionnaires. The Commission’s EEQ Program Analysts also conduct additional research
and follow-up discussions or interviews with EEO professionals, when appropriate.

To encourage response, the EEPC requests that the head or deputy of each agency send
emails to employees and to supervisors/managers that provide links to our surveys. A
minimum response rate of 20% is desired. Survey results are used o support audit findings
and are attached to each audit as appendices. The EEPC Employee Survey received a
respense rate of 29% (522 of 1,816 employees). The EEPC Supervisor/Manager Survey
received a response rate 23% (98 of 427 supervisors/managers). {See Appendices 2 and
3.)

In addition, this Commission reviews data from the Citywide Equal Employment Database
System (CEEDS) to understand the concentrations of race and gender groups within an
agency's workforce. EEO Program Analysts examine imbalances between the number of
employees in a particular job category and the number that would reasonably be expéected
when compared to their availability in the relevant labor market. Personnel transactions are
reviewed in order to ascertain the agency’s employment practices. Where underutilization is
revealed within an agency’'s workforce, EEO Program Analysts assess whether the agency
has undertaken reasonable measures to address it.

Description of the Agency

The mission of the Department of Homeless Services (DHS) is to prevent homelessness
when possible and to provide short-term, emergency shelter for individuals and families who
have no other housing options available. As an agency comprised of approximately 1,800
employees, with an annual operating budget of approximately $800 million, DHS is one of
the largest organizations of its kind committed to preventing and addressing homelessness
in New York City.

As it engages in this mission, DHS employs a variety of innovative strategies to help families
and individuals successfully exit shelter and return to self-sufficiency as quickly as possibie.
Collaborating with other public agencies and nonprofit partners, DHS works to prevent
homelessness before it occurs, reduce street homelessness, and assist New Yorkers in
transitioning from shelter into permanent housing. Furthermore, DHS remains committed to
meeting its legal mandate to provide temporary emergency shelter {0 those experiencing
homelesshess in a safe and respectful environment.

PRELIMINARY DETERMINATIONS AFTER AUDIT AND ANALYSIS

Following are the corresponding audit standards for each subject area along with the EEPC’s
findings and required corrective actions, where appropriate:
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[. ISSUANCE, DISTRIBUTION AND POSTING OF EEO POLICIES:
Determination: The agency is in compliance with the standards for this subject area.

1. Distribute the Citywide or an agency EEO Policy — in paper or electronic copy — to legal,
human resources and EEQO professionals, as well as managers and supervisors. At
minimum, include, or attach as addenda: a policy against Sexual Harassment; uniform -
and responsive procedures for investigating discrimination complaints and providing
reasonable accommodations that conform to city, state and federal laws; contact
information for the EEO professionais; an up-to-date list of protected classes under NYC
and NYS Human Rights Laws; and current contact information for federal, state and local
agencies that enforce laws against discrimination.

- v The agency distributed the Citywide Equal Employment Opportunity Policy Standards and
Procedures to be Utilized by City Agencies (EEOP) to legal, human resources and EEQ
professionals, as well as managers and supervisors. The policies were provided during
EEO trainings. The EEOP includes a policy against sexual harassment; complaint
investigation procedures; reasonable accommodation procedures pertaining to persons
with disabilities, persons requesting religious accommodations, and victims of domestic
violence, sexual offenses and stalking; and an up-to-date list of protected classes under
NYC and NYS Human Rights Laws. In addition, 100% of respondents to the EEPC
Supervisor/Manager Survey indicated the EEQP was easily accessible to them in their
offices, the intranet, the EEO Office, or the HR Office.

2. Distribute an agency EEO Policy, or a copy of the EEO Policy Handbook, About EEQO: What
You May Not Know, to current/new employees and/or ensure that a copy is available via
intranet or website.

v" The agency distributed the Citywide EEOP and a copy of the EEO Policy Handbook About
EEO: What You May Not Know, to new employees with its New Hire Packet. The EEO
Policy Handbook About EEQ: What You May Not Know includes contact information for
federal, state and local agencies that enforce laws against discrimination.  The EEO
Officer and Deputy EEO Officer discussed EEQ policies, the employees’ rights and
responsibilities under such policies, and the discrimination complaint procedure with
new employees. Further, 91% of respondents to the EEPC Employee Survey indicated
they received the EEO Policy Handbook.

3. Issue a general EEO Policy statement or memo reiterating commitment to EEQ, declaring
the agency's position against discrimination on any protected basis, advising employees
of the names and contact information of EEO professionals, and providing employees
pertinent electronic links to the EEO Policy/Handbook/Addenda.

v" The agency head issued an annual Commitment to Diversity and Equal Opportunity
Affairs at DHS memorandum to all staff, which provided employees the name and

A
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contact information of the Principal EEO Professional, and electronic links to the EEO
Policy and EEO Policy Handbook. In addition, 89% of respondents to the EEPC
Supervisor/Manager Survey indicated that they received a copy of the agency’s EEO
Policy Statement.

4. Post - on electronic bulletin boards, intranet sites, and at each facility — the EEO policies
and complaint procedures. Post the agency head’s general EEQ Policy Statement
wherever the EEO policy and addenda or the EEQO Policy Handbook is posted.

¥v" The agency posted the EEQ Policy on its internet and intranet sites. It also posted the
EEOQ Policy Statement on its intranet site. Also, 82% of respondents to the EEPC
Employee Survey indicated that the EEQ Policy was posted on the agency’s bulletin
boards or kept in an area otherwise accessible to employees. In addition, respondents
to the EEPC Supervisor/Manager Survey indicated the EEO Policy can be found in the
EEO Office (82%), in the HR/Personnel Office (54%), and on the Intranet (51%).

Il. EEQO TRAINING FOR AGENCY:
Determination: The agency is in compliance with the standards for this subject area.

1. Establish and implement an EEO training plan for new and existing employees 1o ensure
that all individuals who work within the agency, including managers and supervisors,
receive training on EEO laws and their related rights and responsibilities.

v The agency established a plan to provide Annual EEO Training (2 classes per month) to
employees; Advanced EEQ Training (2 classes per month) to supervisors/managers; and
Structured Interviewing classes and Issue Specific Diversity & EEQ Briefings, as needed.
The plan requires all newly hired and promoted supervisors and managers to complete
Advanced EEQO Training within the first 3 months of promotion and at least 1 Issue
Specific Briefing within the first year of hiring or promotion. New employee orientation
included a component on employees’ rights and responsibilities under the EEO Policy
and EEO training included a component on preventing sexual harassment. In addition,
89% of respondents to the EEPC Employee Survey indicated they received EEQ training
during the past three years; and 96% of them found the training to be very or somewhat
informative. Also, 79% of respondents to the EEPC Supervisor/Manager Survey
indicated they received sexual harassment prevention training from the agency.
Further, 50% of respondents to the EEPC Supervisor/Manager Survey indicated they
completed the Department of Citywide Administrative Services’ (DCAS) Citywide EEQ
Computer-Based Training for Managers and Supervisors.
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DISCRIMINATION /SEXUAL HARRASSMENT COMPLAINT & INVESTIGATION PROCEDURES:

Summary of Complaint Activity: The agency reported a total of 33 internal and 25
external complaints filed during the audit period. (A breakdown is included in Appendix
4) The agency submitted the last nine internal complaints that were filed and completed
during the period in review (#10091, #10094, #10095, #13001, #13002, #13003,
#13004, #13006, and an unnumbered file).

Determination: The agency is in compliance with the standards for this subject area.

Include in the complaint file a Discrimination Complaint Form or a complaint that
captures: the facts (including pertinent dates) that identify the respondent(s) with
reasonable specificity and provide the essence of the circumstances which gave rise to
the alleged discrimination.

Each complaint file contained a Discrimination Complaint Form which captured the facts
(including pertinent dates) that identified the respondent with reasonable specificity and
provided the essence of the circumstances which gave rise to the alleged discrimination.

Serve the respondent with a notice of the complaint that includes the respondent’s right
to respond to the allegations and right to be accompanied by a representative of his/her
choice. Maintain in the complaint file documentation regarding the service of notice on
the respondent.

Each respondent was served with a notice of the complaint that included the
respondent’s right to respond to the allegations and right to be accompanied by a
representative of his/her choice. Documentation was maintained.

Take thorough notes, of words spoken and facts provided, during each interview.
Include these notes in each complaint file. Word processed notes are preferred.

Each complaint file contained thorough interview notes of words spoken and facts
provided.

Issue a Confidential Written Report within 90 days of the date the discrimination
complaint was filed, although the investigation shall be commenced immediately.

For each of the complaint files provided, the agency issued a Final Confidential Report
within 90 days of the date the discrimination complaint was filed.
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5. Generate a report labeled “Confidential” consisting of Facts,_ Analysis, Conclusion,
Recommendation, and Agency Head’s Review at the conclusion of each complaint
investigation. :

v" Each complaint file contained a Final Confidential Report, which included Allegations,
Investigation, Conclusion, Recommendation, and provided an area for the agency head’s
review and signature.

6. Maintain EEQ-related files in a secure area to ensure that they can be located and
reviewed by the agency head, general counsel, and other appropriate staff identified by
the agency head.

v" The agency maintained EEQ-related files in a secure area to ensure that they can be
located and reviewed by the agency head, general counsel, and other appropriate staff
identified by the agency head. The files are located in the Office of Diversity & Equal
Opportunity Affairs, as well as in a standalone confidential file room. '

7. The agency head reviews the EEO professional’'s report; promptly issues a
written/electronic determination adopting, rejecting, or modifying the recommended
action; and signs each final determination (via writing or electronically} to indicate it has
been reviewed and adopted.

¥" For each file, the agency head reviewed the EEO professional’'s Confidential Written
Report and indicated, via signature, whether the recommended action was adopted,
rejected, or modified.

8. In order for the agency to demonstrate it has a meaningful and responsive procedure for
investigating discrimination complaints, as required by City Human Rights Law, the
complaint procedure requires written communication informing the complainant and
respondent of the conclusion and outcome of a complaint investigation.

¥" Each complaint file included written communication informing the complainant and
respondent of the conclusion and outcome of the complaint investigation.

9. Internal discrimination complaint files contain written indication of their outcomes and
corrective action(s) taken as a result of the determination.

v' Each complaint file included written indication of its outcome and corrective action(s)
taken as a result of the determination.

10.Establish a complaint tracking and monitoring system that permits the agency to identify
the location, status, and length of time elapsed in the EEGQ complaint process, the issues
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and the bases of the complaints, the aggrieved individuals, and other information
necessary to analyze complaint activity to identify trends. ‘

v The agency established a complaint tracking and monitoring system. The agency
submitted a Complaint Log which identified and tracked the location, status and length
of time elapsed in the EEO complaint process, the issues and the bases of the
complaints, the aggrieved individuals, and other information necessary to analyze
complaint activity to identify trends.

11.The General Counsel assists the agency head in identifying and determining appropriate
responses to EEQO issues; works with the Principal EEQO Professional in the
implementation of the City’s EEO policies and related procedures; informs the Principal
EEO Professional when external complaints or litigation involving EEO matters are
brought against the agency; is available 1o consult on internal EEO investigations; and is
responsible for the investigation of, and response to, external EEC complaints.

v" The Agency Counsel assisted the agency head with responses to EEO issues by meeting
and discussing issues, including personnel actions, training, and accommodations. The
Agency Counsel oversaw the agency's responses to external EEO complaints: when
external complaints or litigation from the EEOC, SDHR, and City Commission on Human
Rights were received, he assigned them to an agency attorney, who performed fact
finding investigation, legal research, and drafted an agency response. The Counsel
forwarded a copy of external complaints to the Principal EEQ Professional.

IV. SELECTION AND RECRUITMENT SYSTEM:

Summary of Workforce Data: According to workforce data provided by the agency,
between January 1, 2011 and June 30, 2013, there were 355 new hires, 275
promotions, and 359 separations {excluding the 3 and 4t Q@ FY2011). (Appendix 5
provides a breakdown of hires, promotions and separations by ethnicity and gender.) A
review of data provided by the New York Department of Personnel Citywide Equal
Employment Opportunity Database System (workforce compared with internal and
external poals) revealed underutilization of protected groups in 6 EEO job groups. (A
breakdown is included in Appendix 6)

Determination: The agency is in partial compliance with the standards for this subject
area.

1. Assess recruitment efforts to determine whether such efforts adversely impact any
particular group. To the extent that adverse impact is discovered, at a minimum, identify
relevant professional and community organizations serving women, minorities, and other
protected groups throughout the City, review and update listings of recruitment outreach

8
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sources, and contact these organizations when provisional positions become available or
where agencies may otherwise use discretion in hiring. '

¥" The agency submitted documentation that it assessed recruitment efforts to determine
whether such efforts adversely impact any particular group. The Principal EEO
Professional had discussions with the Commissioner regarding the perception of racial
disparity in staffing, and conducted an adverse impact assessment regarding a
promotion in the Administrative Staff Analyst title, which revealed no adverse impact on
minorities or women candidates. The Deputy Commissioner for Administration and
Principal EEO Professional developed monitoring strategies to assess the agency’s hiring
practices, and developed recruitment strategies to expand the agency’'s recruitment
efforts to attract a more diverse applicant pool. The agency’'s recruitment protocol
requires the establishment of five diverse recruitment strategies for filling vacant
discretionary positions. As a resulf, the agency advertised in periodicals and
- organizations which serve minorities and people with disabilities.

2. The Principal EEO Professional, HR Professional, and General Counsel, review the
agency's statistical information (i.e. workforce, hires, promotions, and separations by
race/ethnicity and gender), the annual number of EEQO complaints, and the agency's
employment practices, policies and programs on an annual basis to identify whether
there are barriers to equal opportunity within the agency and determine what, if any,
corrective actions are required to correct deficiencies.

v" The Principal EEO Professional held discussions with the agency head or the Deputy
Commissioner for Administration and Human Resources regularly and whenever CEEDS
revealed areas where intervention strategies were necessary to address disparities in HR
practices.

3. Assess the manner in which candidates are selected for employment, to determine
whether there is any adverse impact upon any particular racial, ethnic, disability, or
gender group. To the extent that adverse impact is discovered, determine whether the
selection criteria being utilized are job-related. Discontinue using criteria that are not
job-related, and adopt methods which diminish adverse impact.

v" The agency assessed the manner in which candidates were selected for employment to
determine whether there was adverse impact upon any particular racial, ethnic,
disability, or gender group. An adverse impact assessment regarding hiring in the title of
Computer Systems Manager revealed no adverse impact on minorities or women
candidates. The agency conducts adverse impact assessments for titles that were “hard
to recruit” in comparison to the private sector, such as titles in Information Technoiogy.

The Principal EEO Professional monitored the manner in which candidates were selected
for employment. The Deputy Commissioner for Administration and the Principal EEQ

9
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Professional developed monitoring strategies and recommendations to address
selection and hiring. The agency implemented a general policy which prescribes that
hiring managers should interview 30% of the qualified applicants in order to interview a
diverse applicant pool. In instances where a hiring manager did not adhere to this policy,
a written justification was required.

4. If women, minorities, or other protected groups are underrepresented in titles where
there is discretion in hiring, advertise in minority- or female-oriented publications;
contact organizations serving women, minorities, and other protected groups; participate
in career fairs/open houses; or use internships to attract interested persons and to
develop and hire interested and qualified candidates. '

v" Review of the agency CEEDS Workforce Compared with Internal and External Pools
revealed underutilization of protected groups in 6 EEO job groups {see Appendix 6). The
agency committed to have the EEQ Officer directly involved in determining recruitment
strategies to increase the diversity of applicant pools for discretionary hires, (especially
for senior and executive recruitment) by reviewing and signing-off on recruitment
strategies and ad placements outside of traditional means. The agency provided a list of
minority- and female-oriented publications and organizations which it uses for this
purpose. The list included EI Diario, Amsterdam News, Social Service.com, National
Association of Black Social Workers, NY Times/Monster.com, Asianlife.com, National
Association of Puerto Rican and Hispanic Social Workers, and the Mayor’s Office of
People with Disabilities. The agency reported that it commenced participation in career
fairs and open houses in January through March 2013.

5. If women, minorities, or other protected groups are underrepresented in civil service (list)
titles, review the competencies, skills and abilities required (as presented in job vacancy
notices and notices of examination) for available positions to ensure that these
standards are updated, job-related and required by business necessity. (This includes
working with DCAS or the Civil Service Commission if applicable). Then advertise in
minority- or female-oriented publications, contact organizations serving women,
minorities, and other protected groups; participate in career fairs or apen houses; or use
internships to attract interested persons and to develop and hire interested and qualified
candidates.

¥v" The agency had a DEOA representative review all subject matter expert (SME) panels to
ensure diversity among the employees who assist DCAS when developing examinations
for civil service titles to develop a depth and breadth of questions that cover the range of
work consistent with the tile for which an examination is being developed. The agency
piloted an initiative to include a DEOA representative in at least 10% of panel interviews
for civil service jobs.

10
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6. Ensure that human resources professionals, managers, supervisors, and other personnel
involved in the recruitment and hiring process are trained in EEOQ and interviewing,
selection, and hiring skills to enable such individuals to correctly identify the most
capable candidates (i.e. structured interview training or guide).

v" The agency ensured that human resources professionals, managers, supervisors, and
other personnel involved in the recruitment and hiring process were trained in EEQ and
interviewing, selection, and hiring skills. The Human Resources Department
administered structured interview training for hiring managers, and included it in
advanced training for managers and supervisors. In addition, 72% of respondents to
the EEPC Supervisor/Manager Survey who indicated they interview candidates for
positions in the agency indicated they received structured interview training and/or guide
that outlines illegal or discriminatory questions and inciudes instructions for conducting
a structured interview. '

7. Promoté employees’ awareness of opportunities for promotion and transfer within the
agency, and ensure that employees are considered for such opportunities.

¥v" The agency promoted employees’ awareness of opportunities for promotion and transfer
within the agency and ensured that employees would be considered for such
opportunities. The agency’'s Annual Diversity and EEQ Plan for FY 2014 included a plan
for staff development and mandatory staff training. The agency also plans to develop a
database where all internal and external training could be monitored. In addition, 51%
of respondents to the EEPC Employee Survey indicated that vacant positions were
advertised on bulletin boards or other areas accessible to employees in a timely manner.
Also, 62% of respondents to the EEPC Employee Survey indicated that the agency used
training and development programs in order to improve job performance and/or career
opportunities.

8. At minimum, indicate the agency is an equal opportunity employer in recruitment
literature.

¥v" The agency provided copies of newspaper advertisements for discretionary positions
(Executive Agency Counsel and Deputy Commissioner of Security) and citywide postings
for civil service positions (Coordinator of Assessment/Reception, Family Worker,
Mailroom Supervisor, Administrative Assistant/Office Manager and Resource Room
Director). These advertisements included the EEO tagline: D.H.S. is an Equal
Opportunity Employer.

» Although the citywide postings for civil service positions included the statement

D.H.S. is an Equal Opportunity Employer, advertisements in The Chief, New York
Amsterdam News, New York Times, New York Law Journal and El Diaric newspapers

11
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(for Executive Agency Counsel and Deputy Commissioner of Security) did not indicate
that the agency is an equal opportunity employer. Corrective action is required.

Corrective Action #1: At minimum, indicate the agency is an equal opportunity employer in
recruitment literature.

9. Use and maintain an applicant/candidate log or tracking system which, at minimum,
includes the position, applicants’/candidates’ names, identification number, ethnicity,
gender, disability or veteran status, interview date, interviewers’ names, result, reason
selected/not selected (or disposition) of each applicant, and recruitment source. Ensure
that the process avoids the appearance of bias by delegating the responsibility for
recording and maintaining this information to an individual other than the hiring
manager.

v The agency provided copies of its Interview & Selection Reporting Log for applicants for
discretionary positions, which included applicant’'s name, gender/race, recruitment
source, interview date, interviewers’ names, whether the applicant was seiected and
comments. The agency’s EEO Plan indicates the Principal EEO Professional reviews
interview logs in the ordinary course of business prior to personnel, budget and
commissiconer-level approvals.

V. CAREER COUNSELING:
Determination: The agency is in compliance with the standards for this subject area.

1. Designate a professional (may be referred to as the Career Counselor) with appropriate
training, knowledge and familiarity with career opportunities in City government to
provide career counseling to employees upon request. Remind employees of the
identity/type of guidance available from the Career Counselor at least once each year.

» Although the agency designated a professional (may be referred to as the Career
Counselor) with appropriate training, knowledge and familiarity with career
opportunities in City government to provide career counseling to employees upon
request, 69% of respondents to the EEPC Employee Survey indicated they did not
know the identity of the agency’s Career Counselor. Corrective action is required.

NOTE: On November 21, 2013, the agency head distributed a memorandum to all staff,
entitled Commitment to Diversity and Equal Opportunity Affairs at DHS, which included
the name and contact information of the Career Counselor.

2. The Human Resources Professional distributes the identity of the agency Career
Counselor and ensures that all employees have access to information regarding job
responsibilities, performance evaluation standards, examinations, training opportunities

12
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and job postings; ensures that all new employees are advised of the EEQ policies, their
rights and responsibilities under such policies and the discrimination complaint
procedures; informs the Principal EEQ Professional of the number of Section 55-a
Program participants and efforts the agency has made to employ, promote or
accommodate qualified individuals with disabilities; involves the Principal EEOQO
Professional in EEO-related matters; and promptly consults with the Principal EEO
Professional if informed of, or suspects that a violation of the EEQ Policy has occurred.

The Human Resources Professional ensured that all employees had access to
information regarding job responsibilities, performance evaluation standards,
examinations, training opportunities and job postings. The remaining responsibilities
were implemented by the agency’s Career Counselor and EEO Officer. The Career
Counselor functioned as the agency's resource for professional development programs,
and also provided staff with citywide vacancy announcements, civil service examination
notices and other career development information. The Principal EEQ Professional
ensured new employees were advised of the discrimination complaint procedure, EEQ
. policies, and their rights and responsibilities under such policies. In addition, 63% of
respendents to the EEPC Employee Survey indicated they were advised of the EEO
policies, and their rights and responsibilities under such policies when they were hired;
and 51% of respondents indicated that vacant positions were advertised on bulletin
boards or other areas accessible to employees in a timely manner.

VI. EEQ AND REASONABLE ACCOMMODATIONS FOR EMPLOYEES/
APPLICANTS FOR EMPLOYMENT WITH DISABILITIES:
Determination: The agency is in partial compliance with the standards for this subject
-area.

. Designate a professional (may be referred to as the Disability Rights Coordinator) to
ensure compliance with all federal, state, and local laws, as well as City and agency
policies, pertaining to persons with disabilities; receive, or be notified of, reasonable
accommodations requests; and recommend appropriate action to the agency head. =~

The agency designated a member of the Division of Equal Opportunity Administration
(DEQA) as Disability Services Coordinator to ensure compliance with all federal, state,
and local laws, as well as City and agency policies, pertaining to persons with disahilities;
receive, or be notified of, reasonable accommodations requests; and recommend
appropriate action to the agency head. Responses to the EEPC Interview Questionnaire
for Agency Disability Rights Coordinator indicated reasonable accommodation requests
included providing equipment, changes in workplace policies, allowing employees with
disabilities to apply for jobs, providing short term accommodations for eligible employees
and providing religious accommodations.  Procedurally, requests for reasonable
accommodation required processing through the DEOA to ensure an interactive process

13
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between management and the requesting employee. The Disability Services
Coordinator, Deputy EEOQ Officer or Principal EEO Professional are directly involved in
facilitating the interactive process to ensure that legal standards are met and that
requests are denied only when the standard of unreasonableness or undue hardship are
established.

» Although the agency designated a member of the DEOA as Disability Services
Coordinator to ensure compliance with all federal, state, and local laws, as well as
City and agency policies, pertaining to persons with disabilities; receive, or be notified
of, reasonable accommodations requests; and recommend appropriate action to the
agency head, 66% of respondents to the EEPC Employee Survey indicated that they
did not know the identity of the Disability Rights Coordinator. Corrective action is

required.

NOTE: The agency head distributed a November 21. 2013 memorandum to all staff
entitled Commitment to Diversity and Equal Opportunity Affairs at DHS, which included
the name and contact information of the Disability Services Coordinator.

. Utilize the Section 55-a Program, which allows City agencies to employ qualified persons
who have been certified as disabled in competitive positions on a non-competitive basis.

The agency participated in the Section 55-a Program.

. Designate a Section 55-a Program Coordinator to disseminate information about the
program and assist individuals who wish to apply.

The Disability Services Coordinator also served as the agency’s Section 55-a Program
Coordinator. Responses to the EEPC Interview Questionnaire for Section 55-a Program
Coordinator indicated the Program Coordinator received training in the 55-a Program.
Responsibilities included, but are not limited to meeting with employees, providing
internal accommodations, processing applications and cotrespondence with DCAS for
employee eligibility. The agency head’s November 21. 2013 Commitment to Diversity
and Equal Opportunity Affairs at DHS memorandum to all staff indicated the Disability
Services Coordinator is also the Section 55-a Program Coordinator.

. Ensure that information regarding employee rights and obligations, and the complaint,
investigation and reasonable accommodation procedures is made available in
appropriate alternative formats (i.e., large print, audio tape and/or Braille) upon request
to employees and applicants for employment with disabilities.

The agency ensured copies of the EEO policies were readily available in Braille and large
pript.

14
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5. Document reasonable accommodation requests and their outcomes.

v" The agency documented requests for reasonable accommodations in staff specific files,
generally starting with the receipt of a written request for accommodation. The DEOA
office also maintained a database of such requests, and documented the interactive
process in case notes contained in the accommodation file. The agency reported
receiving 102 requests for reasonable accommodation based on disability; 12 requests
based on religion and 4 requests based on status as a victim of domestic violence, sex
offense or stalking, during the period in review. In addition, of the respondents to the
EEPC Employee Survey who indicated that they asked for a reasonable accommodation
due to any of those reasons, 68% indicated that their accommodations were granted.

6. Develop and implement a plan to demonstrate facilities are accessible to and usable by
employees/applicants for employment with physical disabilities: identify the number of
locations that are accessible/non-accessible; the distribution of the agency's accessible
facilities throughout the. City; the distribution of job titles among accessible/non-
accessible facilities; barriers in non-accessible facilities and the efforts the agency has
taken to determine whether removal of barriers is readily achievable, and if so, to
remove them; the agency responsible for rendering non-accessible facilities accessible.

. State whether the agency has applied to Department of Buildings for a waiver of the
requirements for the alteration of existing facilities or if facilities are exempt.

v" The agency developed and implemented a plan to demonstrate its facilities are
accessible to and usable by employees/applicants for employment with physical
disabilities. The plan identified the number of locations that are accessible/non-
accessible; the distribution of the agency’s accessible facilities throughout the City; and
the distribution of job titles among accessibie/non-accessible facilities. According to the
EFPC Checklists to Determine Accessibility for Employees/Applicants with Disabilities, of
the 13 agency facilities owned and operated by the City, and staffed by agency
employees, 5 have a street accessible entrance, ramp access, wheelchair accessible
elevators, Braille in elevators, bell in elevators, wide restroom stalls; grab bars in
restroom, and low sink or bathroom fixtures.

» For remaining 8 facilities (400 E 30th St, NY, NY 10016; 1 Clarke Thomas
Building, NY, NY 10035; 1 Schwartz Building, Wards Island, NY, NY 10035; 1322
Bedford Ave, Brooklyn, NY 11216; 681 Clarkson Ave, Building 6, Brooklyn, NY
11203; 78 Catherine St, NY, NY 11203; 501 New Lots Ave, Brooklyn, NY 11207;
175-10 88th Ave, Jamaica, NY 11432), accessibility is undetermined. Corrective
action required.

Corrective Action #2: Develop and implement a plan to demonstrate accessibility for
facilities where accessibility is undetermined: identify the number of locations that are
accessible/non-accessible; the distribution of the agency’s accessible facilities throughout
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the City; the distribution of job titles among accessible/non-accessible facilities; barriers in
non-accessible facilities and the efforts the agency has taken to determine whether removal
of barriers is readily achievable, and if so, to remove them; the agency responsible for
rendering non-accessible facilities accessible. State whether the agency has applied to
Department of Buildings for a waiver of the requirements for the alteration of existing
facilities or if facilities are exempt.

Vil. RESPONSIBILITY FOR EEQO PLAN IMPLEMENTATION - EEQ PROFESSIONALS:
Determination: The agency is in compliance with the standards for this subject area.

1. Appoint a Principal EEQ Professional to implement EEQ policies and standards within the
agency. The Principal EEQO Professional is trained and knowledgeable regarding city,
federal and state EEO laws; the requirements of the agency's EEO policies, standards
and procedures; and the prevention, investigation, and resolution of discrimination
compiaints.

v The agency head appointed the Executive Director (ED) of the Division of Diversity &
Equal Opportunity Affairs (DEQOA) as the Principal EEO Professional, who devotes 100% of
his time to EEO-related matters, and is responsible for developing and implementing the
agency’s EEO policies and standards. The ED/DEQA received training in city, state and
federal EEO laws through employment law courses provided by DCAS and the New York
Law Department, and remained abreast of current EEQ topics/issues by reviewing
employment and employment discrimination updates. The ED/DEQOA supervised
investigations, reviewed investigation reports, and designed and implemented
intervention strategies. The agency head notified staff of the name and contact
information of this Principal EEO Professional in his annual EEQ Policy Statement. Also,
78% of respondents to the EEPC Employee Survey, and 90% of respondents to the EEPC
Supervisor/Manager Survey indicated they knew who the EEO Professionals were.

2. Appoint at least one EEQ professional of each gender to receive discrimination
complaints and conduct investigations.

v' At least one person of each gender (a male Principal EEQO Professional and a female
Deputy EEQ Officer) was appointed for complaint intake and investigation.

3. Ensure that EEO professionals are trained in EEO laws and procedures and know how to
carry out their responsibilities under the EEQ Policy.

¥" The agency ensured that EEO professionals were trained in EEO laws and procedures
and knew how to carry out their responsibilities under the EEO Policy. The Principal EEO
Professional completed Basic Training for Equal Employment Opportunity
Representatives, Effective Complaint Investigations and How to Handle Challenging
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Situations, provided by DCAS. He also completed the EEOC Technical Assistance
Program Seminar given by the Equal Employment Opportunity Commission; continuing
legal education courses on EEQ offered by the New York City Law Department and the
Practicing Law Institute; and routinely reviewed employment and employment
discrimination updates. The other EEQ Professionals completed Diversity and Equal
Employment Opportunity Basic Training for EEO Professionals by DCAS.

4, Ensure that the responsibilities of the Principal EEG Professional -are competently
discharged by providing adequate support staff and/or resources to meet EEO
obligations.

v" The agency ensured that the responsibilities of the Principal EEQO Professional were
competently discharged by providing support staff which included the Deputy Executive
Director of DEQA/Deputy EEQ Officer, who devoted 85% of her time to EEO related
matters; the Executive Assistant to Agency Counsel/EEO Representative, who devoted
75% of her time to EEO related matters; and the Disability Services Coordinator, who
devoted 100% of her time to that function.

5. Where the agency’s organizational structure necessitates multiple EEO professionals,
select such individuals from different office locations and, where possible, from a variety
of levels within the organizational structure. Appoint EEO professionals who are trained
in EEO laws and procedures and know how to carry out their responsibilities under the
EEOP.

¥v" The agency’s organizational structure includes a centralized dedicated EEQ unit, the
Division of Diversity & Equal Opportunity Affairs (DEOA), which is responsible for intake
and investigation of internal employment discrimination complaints. DEOA is staffed by
3 EEO professionals who are trained in EEO laws and procedures and know how to carry
out their responsibilities under the EEO Policy. Because the agency is a citywide entity
with a large number of locations, the staff of the DEOA met with employees to receive
and investigate discrimination complaints at the central office, local worksites or off site,
as appropriate. In addition, 79% of respondents to the EEPC Employee Survey indicated
they knew how to file an EEO complaint, and 64% of respondents indicated they would
bring an EEQ complaint to their agency’s EEO Office.

6. The Principal EEO Professional works cooperatively and closely with the General Counsel
in the implementation of the EEO policies and related procedures.

v" The Principal EEO Professional worked cooperatively with the General Counsel, who
informed the Principal EEQ Professional when external EEOQ complaints or litigation
involving EEO matters were brought against the agency by forwarding copies of the
complaints and agency responses. '
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7. The Principal EEQ Professional ensures that employees receive EEQO training; supervises
the EEO-related activities of other EEQO professionals; ensures that EEQ policies and
complaint procedures are posted at each site where the agency conducts business;
ensures that EEQ policies and procedures are available in alternative formats (i.e., large
print, audio tape and/or Braille); and provide guidance and assistance to agency
managers, supervisors and human resource professionals in addressing issues relating
to equal employment opportunity.

v" The Principal EEO Professional and Deputy EEO Officer conducted training for agency
personnel on the EEQ Policy and related diversity topics such as Annual EEQ Training,
Advanced EEQ Training, Structured Interviewing, and Issue Specific Diversity & EEQ
Briefings.

v" The Principal EEQ Professional and Deputy EEO Officer conducted EEO training that
included a power point presentation developed by the DEOA to facilitate EEO-related
discussions between managers/supervisors and staff. Also, 83% of respondents to the
EEPC Supervisor/ Manager Survey indicated the EEO Officer met with them individually
or in a group to discuss their EEO responsibilities as a supervisor or manager.

¥" In addition, the Principal EEQ Professional supervised investigations, reviewed
investigation reports, and designed and implemented intervention strategies, where
necessary. Additionally, he trained and supervised the implementation of diversity
initiatives throughout the agency, including disability services and staff development
initiatives as they related to diversity or EEO concerns. He also reviewed EEO data,
conducted and supervised investigations, reviewed investigation reports, and designed
and implemented intervention strategies, where necessary.

8. The Principal EEO Professional reports directly to the agency head {or an approved direct
report other than the General Counsel) in order to exercise the necessary authority and
independent judgment to fulfill EEO responsibilities.

v" The Principal EEO Professional reported directly to the agency head. The agency
organization chart reflects the reporting relationship between the Principal EEO
Professional and the agency head. Monthly meetings were held regularly to discuss EEQ
issues.

9. To ensure the integrity and continuity of the EEQ Program, maintain appropriate
documentation of meetings and other communications between the agency head (or a
direct report other than the General Counsel) and the Principal EEQ Professional
regarding decisions that impact the administration and operation of the EEO program.

v The agency maintained documentation of meetings and other communications between
the agency head and the Principal EEO Professional regarding decisions that impact the
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administration and operation of the EEQ program. Agendas of Monthly
Commissioner/EEQ Meetings were provided. :

VIll. RESPONSIBILITY FOR EEO PLAN IMPLEMENTATION - SUPERVISORS/MANAGERS:
Determination: The agency is in compliance with the standards for this subject area.

1. The agency head directs managers and supervisors to emphasize the agency's
commitment to its EEQ policies and affirm the right of each employee to file a
discrimination complaint with the EEO office. This directive, and its implementation, is
documented. :

v" In its Annual Diversity and Equal Employment Opportunity Plan for Fiscal Year 2013, the
agency head encouraged all managers and supervisors to promote a work environment
that respects the diversity of the employees. In October 2011, the agency head directed
managers and supervisors to conduct annual EEO discussions with their staff about
establishing a bias-free workplace, emphasizing their commitment to maintain a work
environment that fosters civility and respect for diversity, reminding them of prohibited
behavior, such as discrimination, harassment and retaliation, and affirming the right of
each employee to file a discrimination complaint with the EEQ office. The DEOA
developed a power point presentation, Making Work Workable, to facilitate these
discussions. In addition, 60% of respondents to the EEPC Employee Survey indicated
their supervisor or manager reaffirmed the agency’s commitment to the principles of
EEO during staff meetings within the past year. Also, 78% of respondents to the EEPC
Supervisor/Manager Survey indicated they reaffirmed the agency’s commitment to the
principles of EEQ during staff meetings within the past year, and 67% indicated they
discussed with employees their right to file a discrimination complaint with the agency
EEO Officer within the past year.

2. Establish and administer an annual managerial/non-managerial performance evaluation
program to be used for probationary periods, promotions, assignments, incentives and
training.

v" The agency established an annual performance evaluation program for managerial and
non-managerial employees and ensured that employees received annual performance
evaluations through annual reminders and deadiines. Also, 60% of respondents to the
EEPC Employee Survey indicated they received annual performance evaluations within
the past three years; and 82% of respondents to the EEPC Supervisor/Manager Survey
indicated that they conducted formal performance evaluations of employees under their
supervision.

3. The managerial performance evaluation form contains a rating for EEO (which covers
responsibilities and processes for assuring their ability to make employment decisions
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based on merit and equal consideration, or treat others in an equitabie and impartial
manner).

¥ The agency’s Managerial Performance Evaluation Form included, among the Managerial
Responsibilities and Performance Expectations, an accountability area for assuring that
people are appropriately employed, effectively and efficiently utilized, and dealt with in a
fair and equitable manner consistent with citywide EEO guidelines.

IX. REPORTING STANDARD FOR AGENCY HEAD:
Determination: The agency is in compliance with the standards for this subject area.

1. Submit to the EEPC an Annual Plan of measures and programs to provide equal
employment opportunity, and quarterly reports (up to 30 days following each quarter) on
efforts to impiement the plan. '

v" The agency submitted all Annual Diversity and Equal Employment Opportunity Plans and
quarterly reports for the period in review.

After implementation of the EEPC’s corrective actions:

2. Distribute a memorandum signed by the agency head informing employees of the
changes implemented in the EEQ program pursuant to the EEPC’s audit/analysis and re-
emphasizing the agency head’s commitment to the EEO program.

Final Action: Distribute a memorandum signed by the agency head informing employees
of the changes implemented in the EEO program pursuant to the EEPC’s audit/analysis
and re-emphasizing the agency head’s commitment to the EEO program.

Conclusion

Pursuant to Chapter 36 of the New York City Charter, your agency has the option to respond
to this preliminary determination. Your agency also has the option to request an Audit
Exit/Compliance Initiation Meeting. Please email your intention to respond, or meeting
request, to mramsukh@eepc.nyc.gov within 7 days from the date of this letter.

(Optional Response) If submitted, your optional response should indicate (with attached
documentation) what steps your agency has taken or will take to implement the corrective
actions and should be received in our office within 21 days from the date of this letter. We
will then issue a Final Determination where we will agree, disagree or require further
clarification of the actions your agency has taken or proposed.
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{Optional Meeting) During the Audit Exit/Compliance Initiation Meeting we will address
guestions regarding the implementation of corrective action(s), establish a formal six-month
compliance monitoring period and discuss the steps your agency should take during the
mandatory compliance monitoring period. After consulting with your agency, this
Commission will issue its Final Determination.

If your agency does not respond to the preliminary determination within 21 days, this
preliminary determination will be considered our Final Determination. The EEPC will then
send correspondence assigning a 6-month compliance monitoring period. Pursuant to
Chapter 36 of the New York City Charter your agency is required to respond to our Final
Determination within 30 days. Your response to the Final Determination will initiate the
compliance monitoring period.

In closing, we want to thank you and your staff for the cooperation extended to the Equal
Employment Practices Commission’s EEO Program Analysts during the course of our audit
and analysis.

Respectfully Submitted by,

%M%Qmm{

(fudith Gdrcia Quinonez, Esq.
Deputy Director/Agency Counsel!

Approved by,

05 P

Cha rlsw Hgﬁvrlcks PHR

Executike/Director

cc: Mark Neal, Esq., Executive Director DEOA
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Appendix - 2

DHS Employee Survey




Department of Homeless Services: Agency EEQ
Program

. SurveyMonkey

1. City of New York

Response Response
Percent Count

Agency Name:
gency Yo e I 100.0% 522

Fon, PV B R e B T

answered question 532

skipped queéstion 0

Response Response
Percent Count

o] C 78.4% 400

No 21.6% 110

answered question 510

skipped question

3. Is the EEO Policy posted on your agency's bulletin boards or kept in an area otherwise
accessible to employees?

Response. Response
Percent Count

81.7% 412

18.3% 92

answered question 504

skipped question 18

1 of 11




4. Were you given a copy of the EEO Policy Handbook - About EEO: What You May Not
Know?

Response Response

Percent Count
Yes 90.8% 456
No 9.2% 48
answered que.est.i;r.l 502

skipped question 20

' 5. How often has your manager or supervisor reaffirmed the agency's commitmént to the
principle of EEO during staff meetings within the past year?

Response Response

Percent Count
Two or more times 31.9% 159
One time 27.5% 137
At no time 40.6% 202
answered que.st.io;'l-. - 498

skipped question 24
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6. How often has your manager or supervisor discussed empioyees’ right to file a
discrimination complaint with the agency’s EEO Officer during staff meetings within the

past year?

Two or more times

One time

At no time

Response Response
Percent Count
20.6% 101
22.8% 112
56.6% 278
answered question 491
skipped guestion 3"

7. When hired, were you advised of the EEO policies, and of your rights and responsibilities

under such policies?

Response Response
Percent Count
Yes oo 62.9% 308
No 4.7% 23
Do Not Remember 32.4% . 159
answered question :90
32

8. Do you know how to file an EEO complaint?

skipped question

Response Response
Percent Count
2%
No 20.8% 102
answered question 490
% - 32

3of 11

skipped question




9. If you had an EEO complaint, would you bring it to your agency's EEQ Office?

Response Response

Percent Count
Yes 64.1% “ 314
No 15.5% 76
Undecided 20.4% 100
answered question 430
s;kip;;;d question 32

10. Would you prefer to file an EEO complaint with an office outside your agency rather than

your agency's EEO Office?

Response Response
Percent Count
Yes 39.2;’/; 182
No 32.7% 160
Undecided 28.2% 138
answered question 490
skipped q.l..|e.s.tion 32
11. During the past 3 years, did you file a complaint with your agency's EEO Office?
e o - ce e G+ s g e wRespo ns:w;;sp;n;em
Percent Count
s U S 88%_ -~ 43
No 91.2% 447
| answered qu;es—tior; o 490Y
skipped quest‘i_or; o 3;

4 of 11




12. Was your manager or supervisor supportive of your right to file a complaint?

Response Response

Percent Count
Yes 27.9% 12
No 30.2% 13
Not Applicable i vl 41.9%

answered guestion 43
skipped question 479
13. During the past 3 years, did you receive EEO training?

Response Response

Percent Count
Yes  |ommmiiimmiimimians i ] 89.1% 434
. . - - - . -
Employed for less than 12 months 3.7% 18
answered question 487

skipped question 35

14. How informative was this training?

- - Response Response
Percent Count

Very informative 60.8% ” 264

Somewhat informative | 34.6% 150

Not really informative 35% 15

Not Applicable 1.2% 5

answered question 434

m V “ skl;ped “'q uestion | 88




15. Does your agency use training and development programs in order to improve job

performance and/or career opportunities?

Response Response
Percent Count
Yes  |uswinpuisissimiiismim] 62.4% 304
No 21.4% 104
| do not know 16.2% 79
answered question 487
35

skipped question

16. Were vacant positions advertised on bulletin boards or other areas accessible to

employees in a timely manner?

Response Response
Percent Count
Yes ] 50.7% 247
No 34.3% 167
Do not remember 15.0% 73
answered question 487
35

6 of 11

skipped question




17. The Personnel Rules and Regulations of the City of New York and the Guidelines for
Evaluating Managerial Performance in NYC Agencies require that employees (managerial
and non-managerial) receive annual performance evaluations. Have you received annual
performance evaluations within the past 3 years?

Response Response

Percent Count
Yes 60.2% 292
....... No 33.6% 163
Employed for less than 12 months 6.2% 30
answered question 485

skipped question 37

18. Did your evaluation contain recommendations for improving your job performance?

Response Response

Percent Count
Yes 62.3% 182
No 37.7% 110
answered question 292
skipped question 230

19. Did your evaluation contain recommendations for career advancement with your
agency?

et s e St s - - e Re;p ;nse,;esp;se
Percent Count
. - o e 315%ﬁ ,92",
No 68.5% 200
|  answeredaueston 292

7 of 11




20. The Career Counselor is a trained professional (often the Human Resources Director)

-familiar with civil service and provisional jobs who provides career counseling to
employees who request such guidance. Do you know who your agency's Career Counselor
is?

Response Response

Percent Count
Yes 25.3% 1 22
No 68.7% 332
Not Applicable 6.0% 29
o — -

skipped question 39

21. The Disability Rights Coordinator is responsible for handling reasonable
accommodation requests and ensuring compliance with all federal, state, and local laws,
as well as City and agency policies pertaining to persons with disabilities. Do you know who
your agency's Disability Rights Coordinator is?

Response Response

Percent Count
Yes 33.7% ;63
No 66.3% 320
 anweredquestion  4s3

skipped question 39

8 of 11




22. Agencies are required to take appropriate action to reasonably accommodate qualified
employees and applicants with disabilities, and those who are victims of domestic
violence, sex offenses, or stalking, to enable to them to perform their jobs or enjoy equal
benefits and privileges of employment. Agencies are also required to provide reasonable
accommodations for the religious observances, beliefs and practices of an employee or
applicant. During the past 3 years, did you ask for a reasonable accommodation due to any
of the above?

Response Response

Percent Count
- 130% e 63
No 87.0% 420
sowored quostion 433

skipped question 39

23. Was your accommodation granted?

Response Response

Percent Count
Yes 66.7% 42
No 33.3% 21
answered qu.e;’;i;;n. .. 63.

skipped question 459

9 of 11




24. Equal Employment Opportunity (EEO) guarantees the right of all persons to be accorded
full and equal consideration on the basis of merit, regardless of protected group status. Do

you understand this principie?

Response Response

Percent Count
Yes 92.5% 445
No 7.5% 36
.a;;wered guestion 481
. 41

skipped question

25. From your experience or observations, does your agency practice equal empioyment
opportunity (i.e. ensures fairness in all aspects of employment including hiring, selection,

promotions, etc.)?

Response Response

Percent Count
Yes 55.6% 267
No 44.4% 213
answered quest:on 480

10 of 11

skipped question

42




26. Race/Ethnicity

Response Response

Percent Count
Asian or Pacific Islander 3.3% 14
American Indian o.r Ala;ka Native 0.7% 3
Black (not of Hispanic origin) ] 50.7% 213
Hispanic 15.5% 65
White (not of Hispanic origin) 20.5% 86
Other 9.3% 39
answered question 420
skipped question 102

27. Gender

Response Response

Percent Count
Male 35.6% 154
Female 64.4% 279

answered question “l 433 X

89

11 0f 11

skipped question




Appendix - 3

DHS Supervisor/Manager Survey




Department of Homeless Services:
Supervisor/Manager Survey

SurveyMonkey

1of 11

1. City of New York
- Response Response
Percent  Count
Agency: 100.0% 92
answered question 92
skip;;;ed q.uestic.:n 6
2. Which of the following are you?
Response Response
Percent Count
Supervisor 46.9% 45
Manager 53.1% 51
answered que.stio.r.l. 96
skipped question 2
3. How many employees are under your supervision?
Response Response
Percent Count
5 or less 42.7% 41
6-10 24.0% 23
120 r25% 12
21 or more 20.8% 20
answered question 96
skipped guestion 2




4. How long have you worked for this agency?

Response Response

Percent Count
Over 3 years 89.6% 86
3years c;;‘.le;ss. 10.4% 10
- answered question 96

skipped question 2

5. Each agency head may distribute a statement in support of Equal Employment
Opportunity to all employees. Have you received a copy of your agency's EEO Policy
Statement?

Response Response

Percent Count
Yes 88.5% 85
No ] 1.0% 1
Do not remem.b.er 10.4% 10
answered que;tioﬁ “ 96
skipped question 2

2 of 11




6. In your agency, where can the EEO Policy be found? (Check all that apply.)

The EEO Office

The HR/Personnel Office
The Intranet
Your Office

Do not know

The EEC Office

The HR/Personnel Office

The Intranet

Your Office

Response Response
Percent Count
82.3% 79
54.2% 52
51.0% 49
43.8% 42
52% 5
answered question 96
skipped question 2
7. Of the choices above, which is most easily accessible to you?
Response Response
Percent Count
| 22.§% 22
4.2% 4
36.5% 35
36.5% 35
answered question 96
s-.‘.k.ip.p;ec.l éue;stion 2

3of 1M




8. Is the Discrimination Complaint Procedure included with the EEO Policy?

Response Response

Percent Count
Yes 69.5% 66
No 2.1% 2
Bo not know | 28.4% 27
answered question 95
skipped question 3

9. Do you know the name of your agency’s EEO Officer?

Response Response

Percent Count

Yes 89.5% 85

No 10.5% 10
answered question 95
| s.l;ip;.aet.:i.;l.l.es"tn;on. 3

10. Did the EEO Officer meet with you, either individually or in a group setting, to discuss

your EEOQ rights as an employee?

Response Response

Percent Count
Yes 85.3% 81
No 14.7% 14
answered question 95
skipped question 3

4 of 11




11. Did the EEQ Officer meet with you, either individually or in a group setting, to discuss
your EEO responsibilities as a supervisor or manager?

Response Response

Percent Count
Yes 83.2% 79
No 16.8% 16
answered question 95

skipped question 3

12. Did you complete the Department of Citywide Administrative Services’ Citywide EEO
Computer-Based Training for Managers and Supervisors?

Response Response

Percent Count
Yes 40.2% 37
No 50.0% 46
Not applicable 9.8% 9
| - answered guestion 92
skipped question 6

13. How often have you reaffirmed the agency's commitment to the principle of Equal
Employment Opportunity during staff meetings within the past year?

Response Response

Percent Count
Two or more times 40.9% 38
One time 36.6% 34
At no time 22.6% 21
answered question 93
skipped question 5

5 of 11




14. How often have you discussed with employees their right to file a discrimination
complaint with the agency's EEO Officer during staff meetings within the past year?

Response Response

Percent Count
Two or more times 35.5% 33
One time 29.0% 27
At no time 35.5% 33
answered question | 93

skipped question 5

15. Did you receive sexual harassment prevention training from your agency?

Response Response

Percent Count
Yes 78.5% 73
No 21.5% | 20
answered question 23
skipped question 5

16. Did all of the employees that you supervise receive sexual harassment prevention
training?

Response Response

Percent Count
Yes 54.8% 51
No 5.4% 5
Do not know 392.8% 37
answered question 93
skipped guestion 5

6 of 11




17. When you were hired, did you receive an orientation session that included a review of

the EEO policy?

Response Response

Percent Count
Yes 63.4% 58
N;) 10.8% 10
Do not remember 25.8% 24
answered que.st.i.t.)n. 93
skipped question 5

18. Do you participate in orientation sessions for new employees?

Response Response

Percent Count
Yes 37.6% 35
No 62.4% 58
answered qu.e“stic.)n 93
skipped question B

19. Do new employee orientation sessions include information on the EEOQ policy?

Response Response

Percent Count
Yes 91.4% 32
No 0.0% 0
Do not know 8.6% 3
answered question 35
skipped question 63

7 of 11




20. Do you interview candidates for positions in your agency?

Response Response

Percent Count
Yes 61.3% 57 .
No 38.7% 36
answered question 93

skipped question 5

21. A structured interview is a method that standardizes the type and order of interview
questions asked to ensure that a fair comparison can be made between interviewees. Did
your agency provide you with training and/or a guide that outlines illegal or discriminatory
questions and includes instructions for conducting a structured interview?

Response Response

Percent Count
Training 14.0% 8
Guide 17.5% 10
Both training and guide 40.4% 23
P Nelther — "
answered question 57
skipped question 41

8 of 11




22. Were you informed that fulfillment of your EEO responsibilities will be part of your
overall performance evaluation and will be considered in determining your eligibility for

promotions and merit increases?

Response Response
Percent Count
Yes 44.1% 41
No 55.9% 52
answered question 93
skipped question 5
23. When was your last performance evaluation?
Response Response
Percent Count
Within the past year 44 1% 41
Over a year ago 35.5% 33
I have not received a performance
. 20.4% 19
evaluation
answered question 93
5

skipped question

24. Does your performance evaiuation include an EEO component? (A section that rates
your ability to make employment decisions based on merit and equal consideration, or treat

others in an equitable and impartial manner.)

Response Response

Percent Count
Yes 60.8% 45
No 39.2% 29
answered gquestion 74
skipped question 24

9 of 11




25. Do you conduct formal performance evaluations of the employees under your

supervision annually?

Yes

No

Response Response
Percent Count
81.5% 75
18.5% 17
answered guestion 92
skipped question (]

26. Do you believe the agency has provided sufficient training to supervisors/managers on
their responsibilities in assisting employees who may complain about discrimination or

harassment?

Yes

No

10 of 11

Response Response
Percent Count
78.3% 72
21.7% 20
answered question 92
6

skipped question




27. Race/Ethnicity

Asian or Pacific Islander
American indian or Alaska Native
Black {not of Hispanic origin)

Hispanic

White (not of Hispanic origin)

Other

28. Gender

Male

Female

11 of 11

Response Response
Percent Count
1.3% 1
0.0% 0
55.3% 42
11.8% 9
23.7% 18
7.9% B
answered question 76
skipped question 22
Response Response
Percent Count
35.5% 27
64.5% 49
answered question | 76
skipped question 22




Appendix -4

DHS Summary of Complaint Activity
(Each Year of Audit Period)
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Appendix - 5

DHS Hires, Promotions and Separations
by Ethnicity and Gender




Department of Homeless Services

The following table indicates personnel activity during the audit period,
January 1, 2011 to June 30, 2013

Hires by Gender and Ethnicity

Total Hires:
African Native |
Male | Female | Total | Caucasian | American | Hispanic | Asian | American | Unknown | Total
169 | 186 | 355 57 220 63 7 2 6 355
Promotions by Gender and Ethnicity
Total Promotions:
African Native
Male | Female | Total | Caucasian | American | Hispanic | Asian | American | Unknown | Total
107 | 168 | 275 54 166 38 15 2 0 273
Separations by Gender and Ethnicity
Total Separations:
African Native
Male | Female | Total | Caucasian | American | Hispanic | Asian | American | Unknown | Total
195 | 164 | 359 33 225 69 7 2 3 359

Source: Agency




Appendix - 6

DHS Workforce Compared with

Internal and External Pools
(End of Audit Period)
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