[image: ][AGENCY NAME] FY 2019 DIVERSITY AND EQUAL EMPLOYMENT QUARTERLY REPORT


QDA FY 2023 Diversity, Equity, Inclusion and Equal Employment Quarterly Report




 FY 2023 Agency Quarterly Diversity, Equity, Inclusion and EEO Report


	
Agency Name: __QDA__________________________                                                                                                                             

	 ☐  1st Quarter (July -September), due November 4, 2022		 ☐  2nd Quarter (October – December), due January 30, 2023
	 ☒  3rd Quarter (January -March), due May 1, 2023			 ☐  4th Quarter (April -June), due July 31, 2023

Prepared by:     
Tyear K. Middleton, Esq.           Chief Diversity/Chief EEO Officer              tkmiddleton@queensda.org                        7182866508                                                _                              ________                                                                                           _____                                                                                                 _____
Name                                                                            Title	                                          E-mail Address                                              Telephone No.               

Date Submitted: ____05/01/2023__________________                                                                                                                                                       

	
FOR DCAS USE ONLY:				Date Received:












Table of Contents

Instructions for Filling out Quarterly Reports FY 2023	3
Part I:  Narrative Summary	4
I.	    Commitment and Accountability Statement by the Agency Head	4
II.	Recognition and Accomplishments	4
III.	Workforce Review and Analysis	7
IV.	EEO, Diversity, Inclusion and Equity Initiatives for FY 2023	9
V.	Recruitment	24
VI.	Training	32
VII.	Reasonable Accommodation	32
VIII.    Compliance and Implementation of Requirements Under Executive Orders and Local Laws	32
IX.	Audits and Corrective Measures	36
Appendix A: EEO Personnel Details	38

















[bookmark: _Toc116664334]Instructions for Filling out Quarterly Reports FY 2023

[Note:  These forms are cumulative and intended to retain information for the entire FY 2023.
For Q2, Q3 and Q4, use previous quarter’s submission to update, retaining all information for the prior quarters]

1. Please save this file as “XXXX Quarter X FY 2023 DEI-EEO Quarterly Report.Part I”, where ‘XXXX’ is the commonly used acronym of your agency. You must submit this file in MS Word format. Please do not convert it to PDF.

2. Complete the “Diversity, Equity, Inclusion and EEO Training Summary” details in Part II – Training Summary [see the attached Excel file].

Core EEO Training: Copy the information from the Training Completion Report you receive quarterly from DCAS Learning & Development onto grey-shaded cells in rows 26, 30, 34, and 38. Include any of these trainings that were administrated by your agency in the rows immediately below (27, 35, 39).
Other Diversity, Equity, Inclusion and  EEO Related Training: Beginning with row 45, include training classes co-organized or co-sponsored by your agency EEO and/or HR that are related to the development of the agency staff in the areas of equal employment, diversity, inclusion, civil rights, workplace culture and behavior, interpersonal relations, and community relations.

3. Mark progress in check boxes in the column for the current quarter. [Note: Delayed = behind schedule; Deferred = put off until later when better resources become available.]

4. Please save the Excel file as “XXXX Quarter X FY 2023 DEI-EEO Training Summary”, where ‘XXXX’ is the commonly used acronym of your agency. You must submit this file in MS Excel format. Please do not convert it to PDF.

[bookmark: _Toc116664335]
Part I:  Narrative Summary


I. [bookmark: _Toc116664336][bookmark: _Hlk133831655]Commitment and Accountability Statement by the Agency Head

[bookmark: _Hlk530066932]Distributed to all agency employees?	☒ Yes, On (Date): ________________	☐ No
						☒ By e-mail	
						☐ Posted on agency intranet
						☐ Other _________________


II. [bookmark: _Toc116664337][bookmark: _Hlk133831675]Recognition and Accomplishments

The agency recognized employees, supervisors, managers, and units demonstrating superior accomplishment in diversity, equity, inclusion and equal employment opportunity through the following:

☒ Diversity, equity, inclusion and EEO Awards
☒ Diversity, equity, inclusion and EEO Appreciation Events
☐ Public Notices
☒ Positive Comments in Performance Appraisals
☐ Other (please specify): ___________________________________________


	* Please describe DEI&EEO Awards and/or Appreciation Events below:

· The Queens Community Justice Center hosted its inaugural Spirit of Queens festival for Jamaica, Queens residents and families. The festival, part of Spirit Week, provided fun games and important legal resources to nearby community members.  Our Office has partnered with the Justice Center to work in support of their restorative justice programming for individuals of all ages.

· A Cause A Concern A Solution Inc., a non-profit organization run by Christina Winslow, hosted a free community event for the families and children of Jamaica, Queens last weekend - just one of the many beneficial services they offer year-round to local residents.  Members of my Community Partnerships Division were on-site to provide attendees with giveaways and informational literature on resources available for victims of crime.

· Members of my Community Partnerships Division had a wonderful time during the 32nd annual Harmony Picnic, hosted by NYPD Queens Patrol Borough South at Baisley Pond Park.  Families, kids and local residents enjoyed a day filled with free entertainment, contests, food and giveaways, in addition to important safety tips provided by my Office.

· As part of their crime awareness efforts, the NYPD Community Affairs Bureau hosted a Senior Jazz Night event at the Allen Senior Citizens Housing Complex in Southeast Queens last week.  The Executive ADA for Community Partnerships, Colleen Babb, took the opportunity to speak about this Office's awareness and prevention efforts while enjoying live entertainment provided to the attendees by Spring light Jazz Band.

· The diversity of Queens County contributes to the richness of this great borough, but immigration issues may bring unique challenges when dealing with cases in the criminal justice system.  That is why Office has a dedicated Office of Immigrant Affairs, to better help you navigate any business before the court. We are here to help regardless of your immigration status.

· Learning and understanding the lessons of the Holocaust ensures that we will not permit the dangers of prejudice and hatred to take hold ever again. It also provides a foundation to better identify warning signs that can indicate the potential for hate-based violence.  A group of our Brave Justice summer interns recently toured the Kupferberg Holocaust Center at Queensborough Community College, where my Hate Crimes Bureau Chief and I spoke about the importance of combatting and preventing such crimes.

· It was an honor to join colleagues from across the country for the National Black Prosecutors Association conference. During the conference, I participated in a panel discussion on "The Prosecutorial Road Less Traveled: A Community Based Approach" along with District Attorneys Flynn Broady, Jr. of Cobb County, Georgia and Brian Middleton of Fort Bend County, Texas.   The importance of community engagement in the criminal justice system cannot be overstated. The first time an individual has contact with my Office should not take place in a courtroom or in the face of tragedy. It takes a true partnership to implement meaningful reform and keep our Borough thriving

· The oldest and largest Hong Kong Dragon Boat Festival in United States takes place right here in Queens and it was a special privilege to attend the 30th anniversary of this great event.  I thank the Chairman, Mr. Henry Wan, for having me come by and speak to the audience about the importance of upholding our Borough's multi-cultural celebrations.

· It was a pleasure joining Governor Kathy Hochul and local public officials this week for a breakfast in celebration of India's Independence Day at the Queens Museum.  We were joined by the Consul General of India to reflect on the importance of this day in history and the sacrifices the Indian freedom fighters made to ensure their country's liberty.

· The Korean American Association of Greater New York, the Kwang Bok Association of New York, the National Unification Advisory Council (New York chapter) and the Korean Consulate of New York came together to celebrate Korea's National Liberation Day.  On August 15, 1945, thanks to the bravery and strength of the Korean people, Korea once again became an independent country. Today Korean Americans are an integral part of the great diversity of Queens, the most diverse county in the country.

· Our Office of Immigrant Affairs joined Kehilat Sephardim of Ahavat Achim in Kew Gardens Hills to distribute much-needed Kosher food pantry items and to share important immigrant-related resources.

· Our senior citizens have paved the way for generations of community members and leaders. They deserve the very best our neighborhoods have to offer. 

· It is a privilege to honor our seniors by co-sponsoring enriching and entertaining programs throughout the month of September, spearheaded by Senator Leroy Comrie. I hope all of our seniors enjoy Senior Appreciation Month! 

· I had the pleasure of joining the MET Council and Tomchei Shabbos of Queens for their annual Rosh Hashanah food distribution, which serves hundreds of families across the borough.  I'd like to extend my warmest greetings to everyone celebrating the Jewish high holidays next week. May your new year celebration be happy, safe, and sweet.

·  Thursday, January 12, 2023, QDA celebrated Martin Luther King Day at York College, City University of New York

· Wednesday, January 18, 2023, QDA celebrated Lunar New Year at Queensborough Community College.

· QDA’s Youth Empowerment Unit hosted an Inspired to Learn giveaway, with NYPD Community Affairs and NYC 100 Strong, for the children of PS 201, The Discovery School for Inquiry & Research. Through our effort, nearly 400 students were presented with STEAM-related gadgets and learning tools.

· DA Katz visited the Sikh Cultural Society in Richmond Hill with Assemblywoman Jenifer Rajkumar. Community residents voiced a variety of concerns, including about the issue of domestic violence.

· DA Katz attended the Jewish Community Relations Council's annual Congressional breakfast, along with Congresswoman Grace Meng and Assemblywoman Jenifer Rajkumar. The JCRC is an umbrella organization for a number of local Jewish organizations, including the Queens Jewish Community Council. Among the topics discussed was the rise of antisemitic attacks over the past year and the safety and security of the city's Jewish community. QDA will work on these issues with the JCRC and other Jewish organizations and continue to dedicate resources from my Hate Crimes Bureau to this concern.

· DA Katz addressed the Queens Jewish Community Council Legislative Breakfast at Young Israel of Jamaica Estates. Several elected officials, including New York State Attorney General Letitia James and Queens Borough President Donovan Richards, provided community updates.

· Wednesday, February 22, 2023, QDA celebrated Black History Month at Rochdale Village Community .Center 

·  DA Katz New York State Association of Black, Puerto Rican, Hispanic, and Asian Legislators (NYSABPRHAL) 52nd Annual Conference in Albany. The conference engages discussion of social issues and public policy among lawmakers and activists from across the state.

· DA Katz attended a Greek American Homeowners Association to address crime prevention in Astoria and community concerns about property crime. Police representatives from the 114th Precinct also joined the conversation.

· DA Katz joined several elected officials at a recent meeting of the Jamaica Estates Association (JEA) to hear community concerns and respond to questions about bail law changes. Engaged residents are the foundation of safe neighborhoods. I thank JEA for the opportunity to visit with them.

· DA Katz attended the St. Pat's For All Parade welcomes everyone to celebrate Irish immigrant history and heritage in Sunnyside and Woodside

· DA Katz attended the Girija Prasad Koirala Foundation America's annual gala which was a combined commemoration of International Women's Day, Black History Month and Mini UN Music & Cultural Festival celebration.

· DA Katz attended the Rosedale Jets 61st Annual Black-Tie Awards Banquet. This organization has been connecting generations of young people with positive role models and developing their leadership potential. I am happy to support their efforts with a Queens DA Youth Development and Crime Prevention grant.

· QDA celebrated Women’s History Month on Thursday, March 23, 2023 at Queens College.

· DA Katz attended the grand re-opening of the Masjid Abu Huraira/Islamic Center in Jackson Heights with Mayor Eric Adams and Congresswoman Grace Meng. Abu Huraira -- which includes a mosque, school and community center -- serves as a vital hub of the Bangladeshi Muslim community, providing vital social services through its non-profit organization.

· Chief Executive Assistant District Attorney Jennifer Naiburg and Assistant District Attorney Alyssa Glasshagel read to students at the William C. Hughley School, P.S. 116, in Jamaica. Read Across America is a reading motivation program encouraging literacy through community events such as this one held with the Queens Women's Bar Association.

· DA Katz attended the Howard Beach Columbus Day Foundation's 10th annual St. Joseph's Day Celebration with community members and elected officials. The event, which was in-person for the first time since the pandemic, raises funds for hospital donations and scholarships.

· DA Katz joined the women of Zeta Phi Beta Sorority, Inc. for their annual Finer Womanhood Luncheon in Queens Village. The organization is dedicated to community empowerment and members of Delta Beta Zeta chapter provide countless hours of service and philanthropic resources to Queens.

· Scams targeting seniors and recent immigrants for their hard-earned savings and property cost victims millions of dollars each year. DA Katz visited Chinese Christian Herald Crusades in Flushing with members of my Elder Fraud Unit to present strategies seniors can use to identify these schemes and avoid becoming targets. The Elder Fraud Unit has been instrumental in prosecuting these financial crimes and securing restitution through the courts.

· DA Katz joined Bangladesh Consul General Dr. Mohammad Monirul Islam and Rita Cosby of WABC Radio in Long Island City for a celebration of the 52nd anniversary of Bangladesh's national independence.

· DA Katz joined Council Member Bob Holden and the Vietnam Veterans of America Chapter 32 in Elmhurst Park for the 50th anniversary of the end of the Vietnam War. This gathering place is an important memorial to the sacrifices Queens men and women made during this difficult time. Through a collaborative effort with the Veterans Administration, the Office of Court Administration, the defense bar and cooperating service providers, QDA has created a Treatment Court program to directly address the challenges veterans face in the justice system and expand the benefits and services available to them.

· 
III. [bookmark: _Toc116664338] Workforce Review and Analysis

I. Agency Headcount as of the last day of the quarter was:

Q1 (9/30/2022):  838             Q2 (12/31/2022):  _831_ Q3 (3/31/2023):  ___830___ Q4 (6/30/2023):  __________

II. Agency reminded employees to update self-ID information regarding race/ethnicity, gender, and veteran status.

	☒ Yes	 On (Date): ________________	☐ Yes	 again on (Date): ________________	☐ No		

☐ NYCAPS Employee Self Service (by email; strongly recommended every year)		☐ Agency’s intranet site
☐ Newsletters and internal Agency Publications						☒ On-boarding of new employees

III. The agency conducted a review of the dashboard sent to the EEO Officer with demographic data and trends, including workforce composition by job title, job group, race/ethnicity and gender; new hires, promotions and separation data; and utilization analysis.

☒ Yes	 On (Dates):

		 Q1 Review Date:   __________   Q2 Review Date:  _01/04/2023_   Q3 Review date:  03/01/2023   Q4 Review date:  __________


The review was conducted with:

☐ Agency Head		      ☐ Agency Head		          ☐ Agency Head			☐ Agency Head
☐ Human Resources		      ☐ Human Resources	          ☒ Human Resources		☐ Human Resources
☐ General Counsel		      ☐ General Counsel	          ☐ General Counsel		☐ General Counsel
☒ Other __________		      ☐ Other __________	          ☒ Other Counsel		☐ Other __________
		☒ Not conducted		      ☒ Not conducted		          ☐ Not conducted 		☐ Not conducted



IV. [bookmark: _Toc116664339]EEO, Diversity, Inclusion and Equity Initiatives for FY 2023

Please describe your progress this quarter in implementing the primary goals in Section IV of your Agency Diversity, Equity, Inclusion and EEO Plan for FY 2023.

A. Workforce:
	
[bookmark: _Hlk530066305]Please list the Workforce Goal(s) included in Section IV:  Diversity, Equity, Inclusion and EEO Initiatives for FY 2023, which you set/declared in your FY 2023 Diversity, Equity, Inclusion and EEO Plan (e.g., underutilization, workforce planning, succession planning and diverse applicant pool, among others).


1 Examine the hiring process with a critical lens toward reducing bias that are barriers for underrepresented persons. Additionally identify and remove obstacles so that racially diverse talent can move through the hiring process fairly and consistently.





· Please describe the steps that your agency has taken to meet this goal. Include actions taken to establish your agency as a leading service provider to the citizens of New York City focused on diversity, equity and inclusion, while reflecting the variety of communities that are served.  What steps were taken to evaluate effectiveness of these actions?

Implement a SMART methodology
SMART goals are a methodology for setting goals that makes them easier to track and accomplish. Using this method gives you clear directions on how to define and plan to achieve your goals. Here are the components of a SMART goal:

Specific: Write your goals in a well-defined and clear manner so that you or anyone else in the workplace can understand them. Consider using precise action words to increase the specificity of your goals.
Measurable: Use numbers, dates and other objective criteria when setting your goals. When a goal is measurable, you can clearly track and measure your progress throughout the process.
Achievable: When you set a goal, check that it's feasible. You can assess how much time you have each day, week or month to accomplish a task and set a realistic plan for accomplishing it.
Relevant: When you are trying to reach goals, especially in the workplace, they should relate to your career and the direction you want to go. Understand your particular skill sets and expertise in the job, and make the goal relevant to them.
Time-bound: Similarly to the measurable aspect of SMART goals, it's helpful to create a clear timeframe for accomplishing every goal. Knowing when a project needs to be completed can help you focus on all the tasks that need to be accomplished to meet the deadline.


	
Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	




2.
Identify and target privilege in the hiring process to reduce the underutilization of women and minorities in the workforce.

· Please describe the steps that your agency has taken to meet this goal. Include actions taken to establish your agency as a leading service provider to the citizens of New York City focused on diversity, equity and inclusion, while reflecting the variety of communities that are served.  What steps were taken to evaluate effectiveness of these actions?

	
Q1 Update: 	☒ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☒ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
3.
Continue to work with Diversity Advisory Councils: African American, Latino, South Asian/Indo Caribbean, Asia Pacific, Clergy, Jewish and LGTBQ Councils.  



· Please describe the steps that your agency has taken to meet this goal. Include actions taken to establish your agency as a leading service provider to the citizens of New York City focused on diversity, equity and inclusion, while reflecting the variety of communities that are served.  What steps were taken to evaluate effectiveness of these actions?

	
Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	

4.[

· Internal notifications of promotion and transfer opportunities 
· Use employment evaluations to assist employees evaluate their interest, skills, abilities, and goals.
· Work with Human Resources and Legal Hiring to determine the facilitators and barriers that exist in the recruitment process of underrepresented individuals.
· Eradicate employee behaviors that lead to disrespect by focusing on training that creates a healthier organization through developing peoples’ skills in ethics, respect, and inclusion.




· Please describe the steps that your agency has taken to meet this goal. Include actions taken to establish your agency as a leading service provider to the citizens of New York City focused on diversity, equity and inclusion, while reflecting the variety of communities that are served.  What steps were taken to evaluate effectiveness of these actions?


	
Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	



· Please describe steps that were taken or considered to address underutilization identified through quarterly workforce reports. Please list Job Groups where underutilization exists in the current quarter.  

B. Workplace:

Please list the Workplace Goal(s) included in Section IV: Diversity, Equity, Inclusion and EEO Initiatives for FY 2023, which you set/declared in your FY 2023 Diversity, Equity, Inclusion and EEO Plan (e.g., job satisfaction/engagement surveys, exit interviews/surveys, and onboarding surveys).

	

1. Continue exit interviews and evaluate them for points of correction agency wide and individual bureaus/units.

	
· Please describe the steps that your agency has taken to meet this goal. Include actions taken to create equitable work environment which values differences and maintain focus on retaining talent. What steps were taken to evaluate effectiveness of these actions?

Q1 Update: 	☒ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☒ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	

2. 
· Agency will inform employees of their rights and protections under the New York City EEO Policy
· Agency will ensure that its workplaces post anti-hate or anti-discrimination posters


· Please describe the steps that your agency has taken to meet this goal. Include actions taken to create equitable work environment which values differences and maintain focus on retaining talent. What steps were taken to evaluate effectiveness of these actions?




Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	




3. [Insert goal]






· Please describe the steps that your agency has taken to meet this goal. Include actions taken to create equitable work environment which values differences and maintain focus on retaining talent. What steps were taken to evaluate effectiveness of these actions?


	
Q1 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	




4. [Insert goal]



· Please describe the steps that your agency has taken to meet this goal. Include actions taken to create equitable work environment which values differences and maintain focus on retaining talent. What steps were taken to evaluate effectiveness of these actions?




	
Q1 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	


· Please specify any other EEO-related activities designed to improve/enhance the workplace during the quarter (e.g., postings, meetings, cultural programs promoting diversity, newsletters/articles, etc.) and describe the activities, including the dates when the activities occurred.


C. Community:

Please list the Community Goal(s) included in Section IV:  Diversity, Equity, Inclusion and EEO Initiatives for FY 2023, which you set/declared in your FY 2023 Diversity, Equity, Inclusion and EEO Plan (e.g., community outreach and engagement, M/WBE participation and customer satisfaction surveys).


1.
· The Community Engagement Bureau is “boots on the ground” for the Office and serves as a conduit for important information to keep the Queens District Attorney’s Office acutely aware of issues as they arise in the Queens community


· Community Response Team Unit consists of ADAs and staff assigned to specific geographic areas corresponding to community districts and precincts.

· The Youth Empowerment Bureau reaches hundreds of youth on an ongoing basis, creating an opportunity to teach young people to think critically and communicate respectfully. They also provide opportunities for students to increase their knowledge and awareness of the law and legal issues. The Youth Empowerment team has several programs.

· This past summer, our Office partnered with the NYC Department of Probation to deliver the Neighborhood Opportunity Network (“NeON”) Program to selected Queens’ youth. The program was designed to teach young people workplace soft skills and help them prepare for a path forward with career readiness.

· The Pathways to Knowledge Program has expanded the Office’s Star Track Program, which originally focused on the Far Rockaway community, to other targeted schools throughout Queens. This program is designed to build bonds between law enforcement and young people, teach social responsibility, provide alternatives to drugs and crime, and encourage better decision-making.

· Saturday Night Lights offers recreational programming for young people on Saturday evenings from 5pm to 7pm for ages 11-14, and from 7pm to 9pm for ages 15-18.

· The Student Advisory Council is a program designed to educate both students and our staff about the views of young people on legal issues that affect their lives. The bureau brings students of varied backgrounds from schools all over Queens to discuss issues that affect the law and to help identify their own personal biases and debate matters in civil discourse.

· Summer Youth Employment Program and Other Internships — High school and college interns under the Summer Youth Employment Program and our Far Rockaway Initiative learn through training sessions, cultural enrichment trips as well as career readiness and financial responsibility training.



· Please describe the steps that your agency has taken to meet this goal. Include actions taken to establish your agency as a leading service provider to the citizens of New York City focused on diversity, equity and inclusion, while reflecting the variety of communities that are served.  What steps were taken to evaluate effectiveness of these actions? 


Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	


2. Examine the hiring process with a critical lens toward reducing bias that are barriers for underrepresented persons. Additionally identify and remove obstacles so that racially diverse talent can move through the hiring process fairly and consistently.




· Please describe the steps that your agency has taken to meet this goal. Include actions taken to establish your agency as a leading service provider to the citizens of New York City focused on diversity, equity and inclusion, while reflecting the variety of communities that are served.  What steps were taken to evaluate effectiveness of these actions? 
The Community Engagement Unit is “boots on the ground” for the Office and serves as a conduit for important information to keep the Queens District Attorney’s Office acutely aware of issues as they arise in the Queens community.




Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	



3. Identify and target privilege in the hiring process to reduce the underutilization of women and minorities in the workforce.





· Please describe the steps that your agency has taken to meet this goal. Include actions taken to establish your agency as a leading service provider to the citizens of New York City focused on diversity, equity and inclusion, while reflecting the variety of communities that are served.  What steps were taken to evaluate effectiveness of these actions? 



Q1 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☒ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☒ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	

4. Increase minority hiring and retention rates



· Please describe the steps that your agency has taken to meet this goal. Include actions taken to establish your agency as a leading service provider to the citizens of New York City focused on diversity, equity and inclusion, while reflecting the variety of communities that are served.  What steps were taken to evaluate effectiveness of these actions? 




Q1 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☒ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	


· Please specify any other Community-directed activities during the quarter (e.g., meetings, educational and cultural programs, promotion of agency services, community fairs, etc.) and describe the activities, including the dates when the activities occurred.









D. Equity, Inclusion and Race Relations Initiatives:

Please list the Equity, Inclusion and Race Relations Goal(s) included in Section IV:  Diversity, Equity, Inclusion and EEO Initiatives for FY 2023, which you set/declared in your FY 2023 Diversity, Equity, Inclusion and EEO Plan.	


1. [Insert goal]
[bookmark: _Hlk120528530]Establishment of individual advisory councils

1. African American Advisory Council
2. Clergy Advisory Council
3. Pacific Asian Advisory Council
4. Jewish Advisory Council
5. Building Trades Labor Council
6. Service Employees Labor Council
7. Latino Advisory Council
8. LGBTQ+ Advisory Council
9. South Asian/Indo Caribbean Advisory Council



· Please describe the steps that your agency has taken to meet this goal. Include steps taken to establish your agency as a leader in creating equitable and inclusive workplace environment and enhancing cultural competency. What steps were taken to evaluate effectiveness of these actions?

To date, the following nine individual advisory councils have held virtual organizational meetings to kick off the important work they are set to accomplish.


	
Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	

2. 
Continue to build programs for mentorship, training, and advancement and outreach to individuals from underrepresented groups.

· Please describe the steps that your agency has taken to meet this goal. Include steps taken to establish your agency as a leader in creating equitable and inclusive workplace environment and enhancing cultural competency. What steps were taken to evaluate effectiveness of these actions?

Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	



· Please describe the steps that your agency has taken to meet this goal. Include steps taken to establish your agency as a leader in creating equitable and inclusive workplace environment and enhancing cultural competency. What steps were taken to evaluate effectiveness of these actions?

3. Internal notifications of promotion and transfer opportunities 


· Please describe the steps that your agency has taken to meet this goal. Include steps taken to establish your agency as a leader in creating equitable and inclusive workplace environment and enhancing cultural competency. What steps were taken to evaluate effectiveness of these actions?



	
Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	



4. Work with Human Resources and Legal Hiring to determine the facilitators and barriers that exist in the recruitment process of underrepresented individuals.






· Please describe the steps that your agency has taken to meet this goal. Include steps taken to establish your agency as a leader in creating equitable and inclusive workplace environment and enhancing cultural competency. What steps were taken to evaluate effectiveness of these actions?

    Use employment evaluations to assist employees evaluate their interest, skills, abilities, and goals.

Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	


· Please specify Equity and Race Relations initiatives embarked on or continued from previous year(s) (e.g., meetings, educational and cultural programs, presentations, discussions, books/articles, other suggested readings, etc.) and describe the activities, including the dates when the activities occurred.

· Eradicate employee behaviors that lead to disrespect by focusing on training that creates a healthier organization through developing peoples’ skills in ethics, respect, and inclusion.






I. [bookmark: _Toc116503096][bookmark: _Toc116503132][bookmark: _Toc116573390][bookmark: _Toc116662130][bookmark: _Toc116662226][bookmark: _Toc116662259][bookmark: _Toc116664279][bookmark: _Toc116664340][bookmark: _Toc116503099][bookmark: _Toc116503135][bookmark: _Toc116573393][bookmark: _Toc116662133][bookmark: _Toc116662229][bookmark: _Toc116662262][bookmark: _Toc116664282][bookmark: _Toc116664343]
II. [bookmark: _Toc116503097][bookmark: _Toc116503133][bookmark: _Toc116573391][bookmark: _Toc116662131][bookmark: _Toc116662227][bookmark: _Toc116662260][bookmark: _Toc116664280][bookmark: _Toc116664341]
III. [bookmark: _Toc116503098][bookmark: _Toc116503134][bookmark: _Toc116573392][bookmark: _Toc116662132][bookmark: _Toc116662228][bookmark: _Toc116662261][bookmark: _Toc116664281][bookmark: _Toc116664342]
IV. 
V. [bookmark: _Toc116664344]Recruitment
A. Recruitment Efforts
Please list Recruitment Initiatives and Strategies which you set/declared in your FY 2023 Diversity, Equity, Inclusion and EEO Plan (e.g., targeted outreach and outreach, diversity recruitment, social media presence, where jobs are posted, EEO and APO collaboration, evaluation of best recruitment sources, structured interview training and unconscious bias training). 



1. 

· Identify weak spots in decision-making in all employee touchpoints of the
employee lifecycle.

· Creating processes and “norms of behavior” around critical employee touch points -
from recruitment to exit.


· Please describe the steps that your agency has taken to meet these initiatives/strategies. What steps were taken to evaluate effectiveness of these actions?

	
Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	


2. [Insert initiatives/strategies]





· Please describe the steps that your agency has taken to meet these initiatives/strategies. What steps were taken to evaluate effectiveness of these actions?
	




	
Q1 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	





3. [Insert initiatives/strategies]




· Please describe the steps that your agency has taken to meet these initiatives/strategies. What steps were taken to evaluate effectiveness of these actions?
	



	
Q1 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	



4. [Insert initiatives/strategies]





· Please describe the steps that your agency has taken to meet these initiatives/strategies. What steps were taken to evaluate effectiveness of these actions?
	


	
Q1 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	



· Please specify any recruitment efforts designed to increase the effectiveness and improve the hiring and selection reach of your agency  during the quarter and describe the activities, including the dates when the activities occurred.



B. Internships/Fellowships

The agency is providing the following internship opportunities in FY 2023. [Note:  Please update this information every quarter.]

[bookmark: _Hlk525313981]Race/Ethnicity* [#s]  * Use self-ID data obtained from NYCAPS;  Gender* [#s] [N-B=Non-Binary; O=Other; U=Unknown] * Use self-ID data

1. Urban Fellows Total: 0

Race/Ethnicity* [#s]: Black___ Hispanic___ Asian/Pacific Islander___ Native American___ White___ Two or more Races___

Gender* [#s]:  M ___ F ___ N-B ___ O ___ U ___

2. Public Service Corps Total: 0

Race/Ethnicity* [#s]: Black___ Hispanic___ Asian/Pacific Islander___ Native American___ White___ Two or more Races___

Gender* [#s]: M ___ F ___ N-B ___ O ___ U ___

3. Summer College Interns Total: 8

Race/Ethnicity* [#s]: Black___ Hispanic___ Asian/Pacific Islander___ Native American___ White___ Two or more Races___

Gender* [#s]: M ___ F ___ N-B ___ O ___ U ___

4. Summer Graduate Interns Total: 53

Race/Ethnicity* [#s]: Black___ Hispanic___ Asian/Pacific Islander___ Native American___ White___ Two or more Races___

Gender* [#s]: M ___ F ___ N-B ___ O ___ U ___

5. Other (specify) Total: 32 SYEP/QDA LEADERSHIP PROGRAM Interns

Race/Ethnicity* [#s]: Black___ Hispanic___ Asian/Pacific Islander___ Native American___ White___ Two or more Races___

Gender* [#s]: M ___ F ___ N-B ___ O ___ U ___
32 SYEP/QDA LEADERSHIP PROGRAM Interns -  (Community Partnership Division lead this one )
         4 SYEP
         28 QDA LEADERSHIP
Additional comments: 



C.	55-A Program

The agency uses the 55-a Program to hire and retain qualified individuals with disabilities.                ☐ Yes		☒ No	

Currently, the agency employs the following number of 55-a participants:

Q1 (9/30/2022):  __________  Q2 (12/31/2022):  __________  Q3 (3/31/2023):  __________  Q4 (6/30/2023):  __________

During the 1st Quarter, a total of ____ [number] new applications for the program were received.
During the 1st Quarter ___ participants left the program due to [state reasons] ________.

During the 2nd Quarter, a total of ____ [number] new applications for the program were received.
During the 2nd Quarter ___ participants left the program due to [state reasons] ________.

During the 3rd Quarter, a total of ____ [number] new applications for the program were received.
During the 3rd Quarter ___ participants left the program due to [state reasons] ________.

During the 4th Quarter, a total of ____ [number] new applications for the program were received.
During the 4th Quarter ___ participants left the program due to [state reasons] ________.

The 55-a Coordinator has achieved the following goals:

1. Disseminated 55-a information –
    by e-mail:    ☐ Yes   ☐ No
	     in training sessions:    ☐ Yes   ☐ No
on the agency website:    ☐ Yes   ☐ No
through an agency newsletter:    ☐ Yes   ☐ No
Other:_________________________________

2.  ___________________________________________________________________________________
3.  ___________________________________________________________________________________


V. Selection (Hiring and Promotion)

Please review Section VI of your FY 2023 Diversity, Equity, Inclusion and EEO Plan and describe your activities for this quarter below:

Please list additional Selection Strategies and Initiatives which you set/declared in your FY 2023 Diversity, Equity, Inclusion and EEO Plan (e.g., use of structured interview, EEO or APO representatives observing interviews, review of placements, review of e-hire applicant data).	

1.  Career Counseling: Advising employees of opportunities for promotion and career development; Notification of promotion/transfer opportunities.

Counseling available through HR
· Please describe the steps that your agency has taken to meet this goal. What steps were taken to evaluate effectiveness of these actions?
Counseling available through HR. Examine the hiring process with a critical lens toward reducing bias that are barriers for underrepresented persons. Additionally identify and remove obstacles so that racially diverse talent can move through the hiring process fairly and consistently.

2. Reviewing the methods by which candidates are selected for appointment, promotion, or to fill vacancies (new hires), especially for mid- and high-level discretionary positions.

Identify and target privilege in the hiring process to reduce the underutilization of women and minorities in the workforce.


· Please describe the steps that your agency has taken to meet this goal. What steps were taken to evaluate effectiveness of these actions?


In the planning phase


3. Describe the role of agency EEO Officer and other EEO staff in the selection of candidates for appointment or promotion (pre- and post-appointment).

N/A

4. Analyzing the impact of layoffs or terminations on racial, gender and age groups.
N/A




5.    Other:



[bookmark: _Hlk120525447]During this Quarter the Agency activities included:	# of Vacancies		# of New Hires	# of New Promotions
 							Q1	   # 18		 	   # _15		 	 # _12
Q2	   # 30			    # 25		 	  # 7
Q3	   # _____		    # _____		   # _____
Q4	   # _____ 		    # _____  		   # _____

I. [bookmark: _Toc116503101][bookmark: _Toc116503137][bookmark: _Toc116573395][bookmark: _Toc116662135][bookmark: _Toc116662231][bookmark: _Toc116662264][bookmark: _Toc116664284][bookmark: _Toc116664345]
II. [bookmark: _Toc116503102][bookmark: _Toc116503138][bookmark: _Toc116573396][bookmark: _Toc116662136][bookmark: _Toc116662232][bookmark: _Toc116662265][bookmark: _Toc116664285][bookmark: _Toc116664346]
III. [bookmark: _Toc116503103][bookmark: _Toc116503139][bookmark: _Toc116573397][bookmark: _Toc116662137][bookmark: _Toc116662233][bookmark: _Toc116662266][bookmark: _Toc116664286][bookmark: _Toc116664347]
IV. [bookmark: _Toc116503104][bookmark: _Toc116503140][bookmark: _Toc116573398][bookmark: _Toc116662138][bookmark: _Toc116662234][bookmark: _Toc116662267][bookmark: _Toc116664287][bookmark: _Toc116664348]
V. [bookmark: _Toc116503105][bookmark: _Toc116503141][bookmark: _Toc116573399][bookmark: _Toc116662139][bookmark: _Toc116662235][bookmark: _Toc116662268][bookmark: _Toc116664288][bookmark: _Toc116664349]
VI. [bookmark: _Toc116664350]Training

[bookmark: _Hlk530067472]Please provide your training information in Part II of the report “Diversity, Equity, Inclusion and EEO Training Summary” (in MS Excel).




IV. [bookmark: _Toc116503107][bookmark: _Toc116503143][bookmark: _Toc116573401][bookmark: _Toc116662141][bookmark: _Toc116662237][bookmark: _Toc116662270][bookmark: _Toc116664290][bookmark: _Toc116664351]
V. [bookmark: _Toc116503108][bookmark: _Toc116503144][bookmark: _Toc116573402][bookmark: _Toc116662142][bookmark: _Toc116662238][bookmark: _Toc116662271][bookmark: _Toc116664291][bookmark: _Toc116664352]
VII. [bookmark: _Toc116664353]Reasonable Accommodation

Please report all reasonable accommodation requests and their disposition in the DCAS Citywide Complaint/Reasonable Accommodation Tracking System by logging into your CICS Account at:   https://mspwva-dcslnx01.csc.nycnet/Login.aspx



VIII. [bookmark: _Toc116664354]Compliance and Implementation of Requirements Under Executive Orders and Local Laws


A. Local Law 92:  Annual Sexual Harassment Prevention training

Please provide Sexual Harassment Prevention Training Information in Part II of the report “Diversity, Equity, Inclusion and EEO Training Summary” (in MS Excel).


B. Local Law 97:  Annual Sexual Harassment Reporting

☒ The agency has entered the sexual harassment Complaint Data in the DCAS Citywide Complaint Tracking System and updates the information as they occur.
				Q1   ☒		 Q2   ☒		 Q3   ☒		 Q4   ☐

☒ The agency has entered all types of complaints in the DCAS Citywide Complaint Tracking System and updates the information as they   occur.

☒ The agency ensures that complaints are closed within 90 days. 

Report all complaints and their disposition in the DCAS Citywide Complaint/Reasonable Accommodation Tracking System by logging into your CICS Account at:  https://mspwva-dcslnx01.csc.nycnet/Login.aspx


C. Executive Order 16:  Training on Transgender Diversity and Inclusion

Please provide E.O. 16 Training Information in Part II of the report “Diversity, Equity, Inclusion and EEO Training Summary” (in MS Excel).


D. Local Law 101:  Climate Survey

Please describe your progress this quarter in implementing the primary goals in Appendix B of your Agency Diversity, Equity, Inclusion and EEO Plan for FY 2023.


Please list the actions, initiatives, programs, or policies included in Appendix B:  2020 Climate Survey Action Plan, which you set/declared in your FY 2023 Diversity, Equity, Inclusion and EEO Plan.

1. Increase employees’ familiarity with the EEO Policy.

[bookmark: _Hlk120527602]EEO Policy is available on every desktop computer

· Please describe the steps that your agency has taken to meet these goals. What steps were taken to evaluate effectiveness of these actions?
Exit interview questionnaire 


2. Improve the EEO Office’s visibility to the workforce.
EEO Policy distributed annually officewide


· Please describe the steps that your agency has taken to meet this goal. What steps were taken to evaluate effectiveness of these actions?
Distribute EEO policy during employee inquiries


3. Improve employees’ knowledge of the EEO complaint process, including where and how to file a formal complaint, and what happens after a complaint is filed.
Distribute EEO policy during employee inquiries



· Please describe the steps that your agency has taken to meet these initiatives/strategies. What steps were taken to evaluate effectiveness of these actions?

Exit interview questionnaire 


4. Increase employees’ understanding of protected rights and prohibition of discrimination, including sexual harassment, in the workplace.

Sexual Harassment Policy distributed annually officewide
Stop Sexual Harassment Act Notice posted on every desktop



· Please describe the steps that your agency has taken to meet this goal. What steps were taken to evaluate effectiveness of these actions?

Sexual Harassment Policy is available on every desktop computer


5. Improve managers’ and supervisors’ awareness of measures that an employee may take to report any violations under the EEO Policy, including discrimination and sexual harassment.

· Continue to train managers and supervisors that if they are aware of a QDA employee engaging in prohibited conduct must report all allegations of prohibited conduct, gained either by way of complaint or personal observation.  Failure to report an employment discrimination complaint, including retaliation, to the EEO Officer as required, will be subject to disciplinary action. 


· Please describe the steps that your agency has taken to meet this goal. What steps were taken to evaluate effectiveness of these actions?


· Continue to train managers and supervisors that if they are aware of a QDA employee engaging in prohibited conduct must report all allegations of prohibited conduct, gained either by way of complaint or personal observation.  Failure to report an employment discrimination complaint, including retaliation, to the EEO Officer as required, will be subject to disciplinary action. 


6. Improve managers’ and supervisors’ knowledge of whom and where to direct employees who may want to discuss a complaint (s) under the EEO Policy.  
· [bookmark: _Hlk120527607]Continue to train managers and supervisors that if they are aware of a QDA employee engaging in prohibited conduct must report all allegations of prohibited conduct, gained either by way of complaint or personal observation.  Failure to report an employment discrimination complaint, including retaliation, to the EEO Officer as required, will be subject to disciplinary action. 


· Please describe the steps that your agency has taken to meet this goal. What steps were taken to evaluate effectiveness of these actions?
Continued Training


7. Other:


· Please describe the steps that your agency has taken to meet this goal. What steps were taken to evaluate effectiveness of these actions?
EEO Evaluations included for managers and supervisors


I. [bookmark: _Toc116503111][bookmark: _Toc116503147][bookmark: _Toc116573405][bookmark: _Toc116662145][bookmark: _Toc116662241][bookmark: _Toc116662274][bookmark: _Toc116664294][bookmark: _Toc116664355]
II. [bookmark: _Toc116503112][bookmark: _Toc116503148][bookmark: _Toc116573406][bookmark: _Toc116662146][bookmark: _Toc116662242][bookmark: _Toc116662275][bookmark: _Toc116664295][bookmark: _Toc116664356]
III. [bookmark: _Toc116503113][bookmark: _Toc116503149][bookmark: _Toc116573407][bookmark: _Toc116662147][bookmark: _Toc116662243][bookmark: _Toc116662276][bookmark: _Toc116664296][bookmark: _Toc116664357]
IV. [bookmark: _Toc116503114][bookmark: _Toc116503150][bookmark: _Toc116573408][bookmark: _Toc116662148][bookmark: _Toc116662244][bookmark: _Toc116662277][bookmark: _Toc116664297][bookmark: _Toc116664358]
V. [bookmark: _Toc116503115][bookmark: _Toc116503151][bookmark: _Toc116573409][bookmark: _Toc116662149][bookmark: _Toc116662245][bookmark: _Toc116662278][bookmark: _Toc116664298][bookmark: _Toc116664359]
VI. [bookmark: _Toc116503116][bookmark: _Toc116503152][bookmark: _Toc116573410][bookmark: _Toc116662150][bookmark: _Toc116662246][bookmark: _Toc116662279][bookmark: _Toc116664299][bookmark: _Toc116664360]
VII. [bookmark: _Toc116503117][bookmark: _Toc116503153][bookmark: _Toc116573411][bookmark: _Toc116662151][bookmark: _Toc116662247][bookmark: _Toc116662280][bookmark: _Toc116664300][bookmark: _Toc116664361]
VIII. [bookmark: _Toc116503118][bookmark: _Toc116503154][bookmark: _Toc116573412][bookmark: _Toc116662152][bookmark: _Toc116662248][bookmark: _Toc116662281][bookmark: _Toc116664301][bookmark: _Toc116664362]
IX. [bookmark: _Toc116664363]Audits and Corrective Measures

Please choose the statement that applies to your agency. 

☒ The agency is NOT involved in an audit conducted by NYC Equal Employment Practice Commission (EEPC) or another governmental   agency specific to our EEO practices.

☐ The agency is involved in an audit; please specify who is conducting the audit: ___________________________________.
	
	☐ Attach the audit recommendations by EEPC or the other auditing agency.

	☐ The agency has submitted or will submit to DCAS Citywide Equity and Inclusion an amendment letter, which shall amend the agency      plan for FY 2022.

☐ The agency received a Certificate of Compliance from the auditing agency.

     Please attach a copy of the Certificate of Compliance from the auditing agency.


[bookmark: _Toc116664364]Appendix A: EEO Personnel Details

EEO  Personnel For Q2 Quarter, FY 2023

Personnel Changes

	Personnel Changes this Quarter:	☒   No Changes
	Number of Additions: 
	Number of Deletions: 

	
Employee's Name & Title
	1. 
	2. 
	3. 

	Nature of change
	☐  Addition		☐  Deletion
	☐  Addition			☐  Deletion
	☐  Addition			☐  Deletion

	Date of Change in EEO Role
	Start Date or Termination Date: 
	Start Date or Termination Date: 
	Start Date or Termination Date: 

	

	Employee's Name & Title
	
	
	

	Nature of change
	☐  Addition		☐  Deletion
	☐  Addition			☐  Deletion
	☐  Addition			☐  Deletion

	Date of Change in EEO Role
	Start Date or Termination Date: 
	Start Date or Termination Date: 
	Start Date or Termination Date: 

	For New EEO Professionals:

	
Name & Title
	4. 
	5. 
	6. 

	EEO Function 
	☐  EEO Officer		☐  EEO Counselor
☐  EEO Trainer		☐  EEO Investigator
☐  55-a Coordinator	☐  Other: (specify)
	☐  EEO Officer		☐  EEO Counselor
☐  EEO Trainer		☐  EEO Investigator
☐  55-a Coordinator	☐  Other: (specify)
	☐  EEO Officer		☐  EEO Counselor
☐  EEO Trainer		☐  EEO Investigator
☐  55-a Coordinator	☐  Other: (specify)

	Percent of Time Devoted to EEO
	☐  100%	☐  Other: (specify %): 
	☐  100%	☐  Other: (specify %): 
	☐  100%	☐  Other: (specify %): 

	

	Name & Title			
	
	
	

	EEO Function
	☐  EEO Officer		☐  EEO Counselor
☐  EEO Trainer		☐  EEO Investigator
☐  55-a Coordinator	☐  Other: (specify)
	☐  EEO Officer		☐  EEO Counselor
☐  EEO Trainer		☐  EEO Investigator
☐  55-a Coordinator	☐  Other: (specify)
	☐  EEO Officer		☐  EEO Counselor
☐  EEO Trainer		☐  EEO Investigator
☐  55-a Coordinator	☐  Other: (specify)

	Percent of Time Devoted to EEO
	☐  100%	☐  Other: (specify %): 
	☐  100%	☐  Other: (specify %): 
	☐  100%	☐  Other: (specify %): 



	
EEO Training Completed within the Last Two Years, including the Current Quarter (EEO and D&I Officers, Deputies, and All New EEO Professionals):

	Name & EEO Role			
	1. 
	2.	Tyear Middleton
	3.	 

	Completed EEO Trainings:
1. Everybody Matters-EEO and D&I
2. Sexual Harassment Prevention
3. lgbTq: The Power of Inclusion
4. Disability Awareness & Etiquette 
5. Unconscious Bias
6. Microaggressions
7. EEO Officer Essentials:
Complaint/Investigative Processes
8. EEO Officer Essentials:
 Reasonable Accommodation
9. Essential Overview Training
for New EEO Officers
10. Understanding CEEDS Reports
	 ☒  Yes			☐  No
 ☒  Yes			☐  No
 ☒  Yes			☐  No
 ☒  Yes			☐  No
 ☒  Yes			☐  No
 ☒  Yes			☐  No
 ☒  Yes			☐  No
☒  Yes			☐  No
 ☒  Yes			☐  No
☒  Yes			☐  No

	 ☒  Yes			☐  No
 ☒  Yes			☐  No
 ☒  Yes			☐  No
 ☒  Yes			☐  No
 ☒  Yes			☐  No
 ☒  Yes			☐  No
 ☒  Yes			☐  No
☒  Yes			☐  No
 ☒  Yes			☐  No
☒  Yes			☐  No

	 ☐  Yes			☐  No
 ☐  Yes			☐  No
 ☐  Yes			☐  No
 ☐  Yes			☐  No
 ☐  Yes			☐  No
 ☐  Yes			☐  No
 ☐  Yes			☐  No
☐  Yes			☐  No
 ☐  Yes			☐  No
☐  Yes			☐  No







EEO Personnel Training Continued:

	EEO Training completed within the last two years, including the Current Quarter (EEO and D&I Officers, Deputies, and all new EEO Professionals):

	Name & EEO Role
	8. 
	9. 
	10. 

		Completed EEO Trainings:
1. Everybody Matters-EEO and D&I
2. Sexual Harassment Prevention
3. lgbTq: The Power of Inclusion
4. Disability Awareness & Etiquette 
5. Unconscious Bias
6. Microaggressions
7. EEO Officer Essentials:
      Complaint/Investigative Processes
8. EEO Officer Essentials:
       Reasonable Accommodation
9. Essential Overview Training
      for New EEO Officers
10. Understanding CEEDS Reports

	



	 ☒  Yes			☐  No
 ☒  Yes			☐  No
 ☒  Yes			☐  No
 ☒  Yes			☐  No
 ☒  Yes			☐  No
 ☒  Yes			☐  No
 ☒  Yes			☐  No
☐  Yes			☐  No
 ☒  Yes			☐  No
☒  Yes			☐  No

	 ☐  Yes			☐  No
 ☐  Yes			☐  No
 ☐  Yes			☐  No
 ☐  Yes			☐  No
 ☐  Yes			☐  No
 ☐  Yes			☐  No
 ☐  Yes			☐  No
☐  Yes			☐  No
 ☐  Yes			☐  No
☐  Yes			☐  No

	 ☐  Yes			☐  No
 ☐  Yes			☐  No
 ☐  Yes			☐  No
 ☐  Yes			☐  No
 ☐  Yes			☐  No
 ☐  Yes			☐  No
 ☐  Yes			☐  No
☐  Yes			☐  No
 ☐  Yes			☐  No
☐  Yes			☐  No








EEO Personnel Contact Information (Please list all current EEO professionals)

Please provide full mailing address of the principal Agency EEO Office:


Diversity and EEO Staffing as of 1st Quarter FY 2023*


	EEO\Diversity Role
	Name
	Civil Service Title
	% of Time Devoted to EEO & Diversity Functions
	Office E-mail Address
	Telephone #

	EEO Officer/Director
	Tyear K. Middleton
	
	100
	tkmiddleton@queensda.org
	718-286-6508

	Deputy EEO Officer OR
Co-EEO Officer
	None
	
	
	
	718-286-6508

	Chief Diversity & Inclusion Officer
	Tyear K. Middleton
	
	100
	tkmiddleton@queensda.org
	718-286-6508

	Diversity & Inclusion Officer
	None
	
	
	
	

	Chief Diversity Officer/Chief MWBE Officer per E.O. 59
	Tyear K. Middleton
	
	100
	tkmiddleton@queensda.org
	718-286-6508

	ADA Coordinator
	Jacqueline Duckfield
	
	100
	jrduckfield@queensda.org
	718-286-9029

	Disability Rights Coordinator
	Jacqueline Duckfield
	
	100
	jrduckfield@queensda.org
	718-286-9029

	Disability Services Facilitator
	Jacqueline Duckfield
	
	100
	jrduckfield@queensda.org
	718-286-9029

	55-a Coordinator
	Myrna Mateo
	
	100
	mmateo@queensda.org
	718-286-6980

	Career Counselor
	Myrna Mateo
	
	100
	mmateo@queensda.org
	718-286-6980

	EEO Counselor
	Tyear K. Middleton
	
	100
	tkmiddleton@queensda.org
	718-286-6508

	EEO Investigator
	Tyear K. Middleton
	
	100
	tkmiddleton@queensda.org
	718-286-6508

	EEO Counselor\ Investigator 
	Tyear K. Middleton
	
	100
	tkmiddleton@queensda.org
	718-286-6508

	Investigator/Trainer
	Tyear K. Middleton
	
	100
	tkmiddleton@queensda.org
	718-286-6508

	EEO Training Liaison
	Tyear K. Middleton
	
	100
	tkmiddleton@queensda.org
	718-286-6508

	Other (specify)
	
	
	
	
	

	Other (specify)
	
	
	
	
	


* Please note changes (new personnel filling the specified role). You may insert additional entries as needed. Title refers to the civil service title. If there is an EEO\Diversity role that your staff performs that is not on the list above, you may indicate it on the chart.  You may provide full contact information once if several roles are performed by the same person.
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