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[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]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]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:

In Q1 FY 23, the agency spotlighted two employees for Hispanic Heritage Month. These employee spotlights are intended to promote inclusion and bring awareness to the very talented and diverse employees at DCP.  The agency plans to continue this spotlight series throughout FY 23.

In Q1 FY 23, DCP for Racial Equity (DCPRE) continued its “DCPRE Speaker Series.” In July, Justin Garrett Moore (Executive Director of the New York City Public Design Commission) spoke to staff on a wide range of urban design topics, focusing on how issues of social justice and racial equity are identified and integrated into the design of public spaces.  In August, April De Simone (Principal at Trahan Architects) spoke about segregation and urban design and how we can prevent future discrimination and preserve democracy through the interrelated practices of urban design, city planning and architecture. In September, the Bronx Cooperative Development Initiative (BCDI), spoke to DCP staff about their approach to non-traditional planning practices, economic democracy through shared ownership, and working with communities. 

III. [bookmark: _Toc116664338] Workforce Review and Analysis

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

Q1 (9/30/2022):  ___285_______  Q2 (12/31/2022):  __________  Q3 (3/31/2023):  __________  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:   __10/27/22________   Q2 Review Date:  __________   Q3 Review date:  __________   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 __________		☐ 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.  Mitigate Implicit bias in the Hiring & selection process and 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?

· In Q1 FY 23, the agency continued its implementation of a structed interview process and procedure for all hiring managers, which included training on implicit biases and structured interviewing. In addition, hiring managers were provided a structured interview template created by HR and EEO, in addition to a structured interview question bank to utilize during the interview process. 
· In Q1 FY 23, the agency utilized the Civil Service list for hirings and will continue to do so throughout FY 23. 
· In Q1 FY 23, the agency leadership team and EEO Officer reviewed all hiring and promotional decisions to make sure that such decisions are made in compliance with proper hiring practices and DEI goals/initiatives. This will continue through FY 23.
	
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	
· In Q4, FY 23, the agency will incorporating periodic 360 reviews, in addition to a Diversity, Equity and Inclusion accountability section in the performance reviews for all managers. 
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. Increase transparency across the agency with respect to compensation 

· 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?

· In Q1 FY 23, the agency began the assessment of roles and responsibilities within titles, salary ranges, reviewing salary bands and agency tenure to narrow salary disparities within the agency. In Q2, FY 23, the agency intends to make a proposal to the Office of Management and Budget (OMB) to increase salaries where there are disparities.
	
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. Leverage vacancies to address the underrepresentation of BIPOC staff and women in certain roles within the agency	

· 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?3

· In Q1, FY 23, the agency announced senior leadership opportunities internally so that all staff are aware of advancement opportunities within the agency. This is ongoing and will continue through FY 23. 
	
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	

· In Q3 2023, the agency plans to team with sister agencies on joint pipeline development, PD, and recruitment approaches to increase diversity in certain roles, including leadership roles.

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	

· On a quarterly basis, the HR team prepares executive briefings with Agency Head, Executive Director, Chief Operating Officer, Human Capital Director, utilizing CEEDS, CHRMS, NYCAPS, exit interviews, internal surveys, to help identify specific job groups where underutilization exists, and to help guide recruitment efforts to retain, promote and hire a more diverse workforce. 

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. Continue to expand professional development growth offerings for BIPOC staff who are underrepresented in the Planning profession

· 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 agency is currently in the process of putting together a plan to assess the professional development needs of BIPOC staff. 
· In Q4 FY 23, the agency is planning on developing a skills training workshop for non-planning staff
· In Q2 FY 23, the agency will be posting DCAS’ professional development courses on the DCP intranet so that these training are more accessible to staff
	
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.

a) 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. Work to develop and codify agency-wide values through an interactive all-agency feedback process, whereby employees can anonymously give their opinion and feedback regarding the values statement.  

· 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?

· In Q1 FY 23, the agency circulated an e-mail to all staff, asking for help with input and feedback on the creation of the agency-wide values statement. In Q2 FY 23, the agency intends to restart the “values committee" which will be responsible for leading the initiative to compose the agency-wide values statement

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. Use the Professional Development and Training programs as a platform to reduce barriers between Divisions, foster interaction between public-facing and central staff, share Agency knowledge and practices broadly and provide opportunities for all staff to share their knowledge and hone their preprofessional skills.

· 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?

· In Q4, FY 23, the agency will continue its summer speaking series, “How Other Cities Plan Speaker Series,” which features planning leaders from other cities who share their planning practices with a lens on systemic inequities and their impacts on communities served. These sessions have catalyzed a series of interactive discussions facilitated by and amongst employees which are intended to inform DCP’s equity approach to future comprehensive planning work, and other racial equity initiatives. 

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	

· In Q1 FY 23, the agency continued its “lunch and learn” program which is led by current staff who discuss, highlight, and provide education insights into various topics and issues of concern to the agency and the work we do. For example, in Q1, Tom Smith (DCP Neighborhood Studies), Sam Levy (DCP Housing), Sarit Platkin (HPD Dir of Neighborhood Planning) and Renae Widdison (HPD Deputy Director of Neighborhood Planning) provided insights on the new Racial Equity Report (a report that will assist racial equity discussions during the public land use review process). 

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. Create more awareness about the Reasonable Accommodation Policy and educate managers about their obligations. 

· 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?

· In Q1 FY 23, the EEO Office, during new hire orientation, has begun educating all new hires on what constitutes a Reasonable Accommodation and the process on how to apply for a Reasonable Accommodation. 
	
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	

· In Q3 FY 23, the EEO Office intends to update the DCP Intranet page with updated Reasonable Accommodation forms, materials and guidance. 

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. Foster a culture of community and belonging within the agency by supporting activities and events that allow employee    engagement and participation 

· 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?

· In Q1 FY 23, DCP’s Community Boosters group hosted several employees led events and activities which were intended to spark staff engagement and participation. In August, Booster’s held a staff game/Trivia night, weekly community walks, and in September, Boosters held an employee “bake off competition” for all staff. Additional employee led events and activities are planned for Q2 FY 23.
	
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	

5. Build a culture of inclusion within the agency by recognizing and bringing awareness to our talented and diverse workforce

· 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.

· In Q1 FY 23, the EEO Office spotlighted two employees for Hispanic Heritage Month. These employee spotlights are intended to promote inclusion and bring awareness to the very talented and diverse employees at DCP. These spotlights will continue every heritage month through FY 23. 

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	

· In Q2 FY 23, the EEO Office plans to work closely with DCP for Racial Equity to help shed light on and bring more cultural awareness to the agency. 

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	

6.  Push a coordinated call-to-action for underrepresented groups to form ERGs to amplify their voices, contribute to a more inclusive		  and equitable workplace culture and support targeted talent initiatives across the agency.	

· 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.

· In Q2 FY 23, the EEO Office and Human Capital, reviewed and revised the agency’s ERG manual, and intends to have scheduled	 discussions with DCP for Racial Equity - staff led group, to provide guidance and assistance with formally organizing into an ERG.

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	




b) 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. DCP will continue its coordinated effort to ensure that we employ a lens towards equity, diversity & inclusion in the way we perform planning activities with, for and in our communities.

· 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? 

· In FY 23, DCP’s Civic Engagement Studio will be working together with the NYC Department of Health and Mental Hygiene with a mission to make both agencies trauma informed. The goal of this initiative is for both DCP and DOHMH to acknowledge the reality and impact of community trauma and aim to reimagine public health and urban planning practices to be informed and advocate for a healing process and resiliency of our communities in NYC.  In Q2 FY23, a formal proposal will be made for funding this initiative. 

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	


· In FY 22, after soliciting an invite to work with the Studio to 100 different high school, we partnered with the Laboratory School of Finance and Technology in Mott Haven Bronx.  DCP chose to work with this school as they wanted to design with us a 3-month curriculum. More than 60 students studied planning topics with mentorship from Studio members and developed projects to address real-life issues that matter to them, including affordable housing, safety at their local St Mary’s Park and near the future borough-based jail site coming to their neighborhood. In Q3 FY 23, the agency plans to continue this initiative. The program represents an opportunity to bring new voices into city planning and inspire the next generation of civic-minded New Yorkers. 


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	

· In FY 222, the agency released the Racial Equity Report. This new interactive web resource equips New Yorkers with data to navigate challenging conversations about housing affordability, displacement, and racial equity in our city. The Racial Equity Report on Housing Opportunity is intended to add additional context not found in land use applications to facilitate public conversations about neighborhood change. In FY 23, the agency will continue to provide knowledge and education regarding this important resource. 

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	

· In FY 23, the agency will be working closely with Oath’s Center for Creative Conflict Resolution (CCCR) to provide Restorative Justice Training for City Planners to help provide guidance and support to effectively manage difficult and challenging conversations/conflicts that arises during engagements with communities, particularly communities of color who a distrust for government as a result of systemic racist government practices.

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 	☐


2. Engage in initiatives and educational sessions to help shed light on the discriminatory history of urban planning and how systemic racism helped to create inequitable places throughout New York City


· 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? 

· In Q1 FY 23, the agency began work on creating a Diversity, Equity, and Inclusion (DEI) course as part of the agency’s professional development training program for all new hires called Land Use Academy and Planning Essentials. This DEI course will provide DCP staff the tools and language to be able to address questions and discuss solutions, with the public and internally with colleagues about the need for Diversity, Equity and Inclusion. The class is anticipated to begin in Q2 FY 23 through Q3 FY 23

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.









c) 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. 	Examine how our practices, policies, and operations have contributed to inequity and systemic racism and its impacts internally and on the communities, we serve across New York City.  

· 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?

· In Q1 FY 23, the agency began to educate and train all new hires on topics associated with personal discrimination. Topics such as implicit biases, microaggression, and privilege. This training is in addition to the training all new hires receive regarding, DEI, the City’s EEO policy, employment discrimination and sexual harassment. This initiative will continue through FY 23

· In Q1 FY 23, the agency began work on creating a Diversity, Equity, and Inclusion (DEI) as part of the agency’s professional development training course for all new hires called Land Use Academy and Planning Essentials. This class will provide DCP staff the tools and language to be able to address questions and discuss solutions, with the public and internally with colleagues about the need for Diversity, Equity and Inclusion. The class is anticipated to begin in Q2 FY 23 through Q3 FY 23

	
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 goal]


· 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	





[bookmark: _Toc116503096][bookmark: _Toc116503132][bookmark: _Toc116573390][bookmark: _Toc116662130][bookmark: _Toc116662226][bookmark: _Toc116662259][bookmark: _Toc116664279][bookmark: _Toc116664340]
I. [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. As part of an intra-agency taskforce, DCP will continue to participate in a two (2) year Housing-Planning Fellowship, in partnership with the NYC Housing Development Corporation (HDC), the NYC Housing Preservation and Development (HPD) and the NYC Economic Development Corporation (EDC). Each program semester, two (2) fellows will be placed at each agency, allowing fellows the opportunity to work at each organization over the fellowship term.   

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

· In Q1 FY 23, the Housing-Planning Fellowship program began its third rotation with one fellow working in the Capital Planning Division and the other fellow working in the General Counsel Division. 

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. Established outreach efforts to planning programs that have diverse student communities, especially those who have been traditionally underrepresented in the planning profession. Through our partnership with City University of New York (CUNY) and the Mayor’s Office for People with Disabilities (MOPD), we are seeking to diversify the pipeline of the planning profession by targeting minority, female and other traditionally underrepresented groups of candidates.


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

· In Q1 FY 23, the agency continued its partnership with CUNY and MOPD to diversify the pipeline of the planning profession by targeting minority, female, and other traditionally underrepresented groups of candidates.  Participation in monthly DivComm meetings to identify opportunities to diversify DCP’s recruiting pipeline for its planning talent. 

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. 	Continued effort to utilize the Civil Service list to help recruit and hire a more diverse and inclusive workforce. 

· Please describe the steps that your agency has taken to meet these initiatives/strategies. What steps were taken to evaluate effectiveness of these actions?
	
· In Q1 FY 23, DCP hosted hiring pools for candidates on the City Planner Civil Service List. The first hiring pool was held the week of August 23rd, in which candidates who scored 95 and above, who possess four or more years of experience, were invited to interview for seventeen (17) open positions within the agency. Cross divisional hiring panels were established to seek best matches for positions in Borough Offices, as well as Technical and Strategic divisions. Through this process, we interviewed candidates with diverse planning backgrounds and experiences.   
 
· In Q2 FY 23, DCP plans to host additional hiring pool for candidates on the City Planner Civil Service List. 
	
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	


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:

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:

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: 27

Race/Ethnicity* [#s]: Black__5_ Hispanic_1__ Asian/Pacific Islander__9_ Native American___ White__7_ Two or more Races__5_

Gender* [#s]: M __12_ F _15__ N-B ___ O ___ U ___

4. Summer Graduate Interns Total:

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: Housing Planning Fellowship Program

Race/Ethnicity* [#s]: Black___ Hispanic___ Asian/Pacific Islander___ Native American___ White___ Two or more Races___2

Gender* [#s]: M ___ F ___ N-B ___ O ___ U _2__

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):  ____2______  Q2 (12/31/2022):  __________  Q3 (3/31/2023):  __________  Q4 (6/30/2023):  __________

During the 1st Quarter, a total of _0___ [number] new applications for the program were received.
During the 1st Quarter _0__ 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.

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

· Notices are sent to all DCP employees when internal postings are made offering opportunities for promotion and career development.  

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.


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

· EEO Officer participates in weekly hiring calls to review candidates for employment, appointment, and promotion in addition to Human Capital quarterly briefings reviewing agency-wide workforce data including trends (attritions, hiring, promotions) and racial/demographic composition. 




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).

· The EEO Officer, Human Capital Director, Agency Head, Executive Director, Chief Operation Officer, meets weekly to review all hiring and promotional selections with a lens towards attracting and retaining a more diverse and inclusive workforce. 

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

· Data and trends on the impact of layoffs or terminations on racial, gender and age groups are reviewed in quarterly Human Capital briefing with EEO Officer. Data from CEEDS, CHRMS, NYCAPS, exit interviews, internal surveys, are all reviewed and analyzed to help inform and shape hiring and recruitment objectives. These discussions have led to a multi-prong racial equity initiate that infuses both EEO, diversity, equity and inclusion initiates in how we source, attract and develop new hires and current staff around career growth and mobility. 

5.    Other:

During this Quarter the Agency activities included:	# of Vacancies		# of New Hires	# of New Promotions
 							Q1	   # __56___		    # ___34__		   # __10___
Q2	   # _____		    # _____		   # _____
Q3	   # _____		    # _____		   # _____
Q4	   # _____ 		    # _____  		   # _____

[bookmark: _Toc116503101][bookmark: _Toc116503137][bookmark: _Toc116573395][bookmark: _Toc116662135][bookmark: _Toc116662231][bookmark: _Toc116662264][bookmark: _Toc116664284][bookmark: _Toc116664345]

I. [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).

II. [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

III. [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.


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

· EEO Office trains all new hires about conduct that would constitute discrimination and sexual harassment under the City’s EEO Policy and provides access to the Policy, EEO complaint form, complaint guidelines, and various EEO related resources via the DCP/EEO Intranet page. 

2. Improve the EEO Office’s visibility to 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?

· The EEO Office partners with DCP for Racial Equity and Community Boosters (employee led groups) to promote cultural awareness in DCP 
· EEO Office has partnered to the Professional Development and Training Unit to create a Diversity, Equity and Inclusion course for new hire
· EEO Office spotlights staff during the various heritage/diversity months 
· EEO Office plans to hosts “continuing education” session to discuss topics around EEO, reasonable accommodation, and racial equity in FY 23 
· EEO Office does outreach visits to DCP borough offices. 
· EEO Offices provides update EEO information via EEO intranet webpage 

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.

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

· EEO Office provides education training to all new hires on the EEO Policy, what conduct constitutes discrimination/harassment under the EEO Policy, how the investigation process works, and where to find and file an EEO complaint. 
· EEO Office provides a copy of the investigative guidelines/process for all employees to access via the DCP EEO intranet webpage

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


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

· EEO Office provides education training to all new hires on the EEO Policy, what conduct constitutes discrimination/sexual harassment under the EEO Policy. 
· EEO Office encourages all employees to complete DCAS computer-based trainings (Everybody Matters & Sexual Harassment Prevention) and post links to this and other DCAS trainings on the DCP EEO intranet page to allow easy access for staff 

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.

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

· EEO Office makes sure that all managers and supervisor are trained on EEO Policy and are aware of their obligations under the policy by encouraging managers and supervisors to take DCA EEO trainings 
· EEO Office posts EEO related materials on DCP EEO intranet page where manager and supervisors can easily access it for guidance and knowledge to report EEO related concerns. 
· EEO will be hosting “Lunch and Learn” sessions for managers regarding their obligations under EEO Policy. 


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.  


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

· EEO Office makes sure that all managers and supervisor are trained on EEO Policy and are aware of their obligations under the policy by encouraging managers and supervisors to take DCAS EEO trainings 
· EEO Office posts EEO related materials on DCP EEO intranet page where manager and supervisors can easily access it for guidance and knowledge on how to report EEO related concerns.
 
· EEO will be hosting “Lunch and Learn” sessions for managers regarding their obligations under EEO Policy. 

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?
[bookmark: _Toc116503111][bookmark: _Toc116503147][bookmark: _Toc116573405][bookmark: _Toc116662145][bookmark: _Toc116662241][bookmark: _Toc116662274][bookmark: _Toc116664294][bookmark: _Toc116664355]
I. [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 __Q1__ 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. David Machado – EEO Officer 
	2.	Calvin DeGrasse 
	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 _1__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
	David Machado 
	Executive Agency Counsel   
	100%
	Dmachado@planning.nyc.gov  
	212-720-3414  

	Deputy EEO Officer OR
Co-EEO Officer
	N/A
	
	
	
	

	Chief Diversity & Inclusion Officer
	Octavia McCormick-Sharf  
	
	20%
	OMcCormick-Sharf@planning.nyc.gov 
	212-720-3650

	Diversity & Inclusion Officer
	N/A
	
	
	
	

	Chief Diversity Officer/Chief MWBE Officer per E.O. 59
	Maleenee Kaisaram
	Community Coordinator
	10%
	MKaisaram@planning.nyc.gov 
	212-720-3561 

	ADA Coordinator
	David Machado 
	Executive Agency Counsel   
	100%
	Dmachado@planning.nyc.gov  
	212-720-3414  

	Disability Rights Coordinator
	David Machado 
	Executive Agency Counsel   
	100%
	Dmachado@planning.nyc.gov  
	212-720-3414  

	Disability Services Facilitator
	Soki Ng   
	Associate urban designer  
	2%
	SNg@planning.nyc.gov
	212-720-3508

	55-a Coordinator
	Giselle Abreu 
	Community Coordinator
	2%
	GAbreu@planning.nyc.gov
	212-720-3259

	Career Counselor
	N/A
	
	
	
	

	EEO Counselor
	N/A
	
	
	
	

	EEO Investigator
	N/A
	
	
	
	

	EEO Counselor\ Investigator 
	N/A
	
	
	
	

	Investigator/Trainer
	N/A
	
	
	
	

	EEO Training Liaison
	N/A
	
	
	
	

	EEO Training Liaison(s) (Recruitment, Diversity & Inclusion Program Manager) 
	Yvette Clairjeane  
	Community Coordinator
	75%
	yclairjeane@planning.nyc.gov 
	212-720-3209  

	EEO/DEI Specialist 
	Calvin DeGrasse 
	Community Coordinator
	100%
	CDegrasse@planning.nyc.gov
	212-720-6354


* 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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