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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): ___10/24/2022, 1/30/23____	☐ 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:


	
III. [bookmark: _Toc116664338] Workforce Review and Analysis

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

Q1 (9/30/2022):  __77_______  Q2 (12/31/2022):  ____74______  Q3 (3/31/2023):  __77__  Q4 (6/30/2023):  ___77_______

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

	☒ Yes	 On (Date): __10/24/22___________	☒ Yes	  again on (Date): ___1/30/23_________	☐ 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:   _10/21/22    Q2 Review Date:  ____1/26/23   Q3 Review date:  __4/11/23____   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
☒ Deputy Gen Counsel	      ☒ Deputy Gen Counsel	          ☐ 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).


All efforts are being made to diversify our work force. When advertising; this agency will advertise in City Jobs and DiversityJobs.com and will include a statement that the City of New York and the Landmarks Preservation Commission are equal opportunity employers



· 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?

Job opening were posted on the Landmarks website 
[bookmark: _Hlk132783109]When interviewing candidates and new hires, EEO officer asked how candidate or new hire found the position- many candidates identified the website as the place they found the posting.
Our website identifies LPC and the City of New York as: The City of New York is an inclusive equal opportunity employer committed to recruiting and retaining a diverse workforce and providing a work environment that is free from discrimination and harassment based upon any legally protected status or protected characteristic, including but not limited to an individual's sex, race, color, ethnicity, national origin, age, religion, disability, sexual orientation, veteran status, gender identity, or pregnancy.


Jobs were also posted on NYC Jobs and PreserveNet.  Those interested in the preservation field throughout the country often check PreserveNet for postings. 

When interviewing candidates, and at onboarding, we ask candidates and new employees where they found the job posting and where they usually would look for job postings to gauge effectiveness of posting at certain sites.

	
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.

			Review policies, procedures, and practices related to targeted outreach and recruitment.

			Review underutilization in job groups to inform recruitment efforts.

Assessed recruitment efforts for discretionary (non-competitive class) titles to determine whether such efforts adversely impact a particular racial, ethnic, disability, or gender group.
LPC does not have any underutilization in non-competitive class titles.
Review which titles, if any, were affected by underutilization during the audit period.
LPC recognized that there was underutilization for the competitive title (Preservationist- social scientists)- (underutilization is reported as Black -5) prior period showed ( -6, so slight improvement)

As a result of this underutilization, an Employee Work Group had been formed to try to increase recruitment and education at a younger level of education for historic preservation.

Strategy- trying to increase exposure of historic preservation to groups which have been underutilized.  One of the programs we participate in is the summer youth employment where we can work with a high school student for some weeks in the summer and introduce historic preservation to them and encourage their continuation in the field. We plan to repeat participation in this program by employing more summer youth students.
In order to eliminate discretionary hiring in a title (social scientist/Preservationist) which is experiencing underutilization, we regularly contact DCAS to release civil service exams so that provisional can become permanent and new employees can be selected to fill vacancies. During that process we work with DCAS to try to keep in only those requirements which are job related and will not form potential EEO barriers. 
Once we confirm the last list has expired and we are back to hiring provisional social scientists, we will contact DCAS once the period is appropriate.
Discuss strategies to address underutilization in the LP (Social Scientist) title, including
· Advertising the next exam widely
· Revising the Employment page on our website to explain the Civil Service process and provide links to DCAS exam page: “if you think you would be interested in working as a preservationist at LPC, please note that it is a civil service position, “and explain the process.
· Doing an annual virtual presentation to the preservation schools about the civil service process, and other job fair informational sessions.
· Asking other agencies with LP titles how they recruit to reach a diverse pool
· Asking Big Cities Network how they recruit


Discuss requirement that interviewers ask applicants how they found out about a job opening to assess which sites are yielding more candidates. 




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. We will encourage job retention and satisfaction through appropriate use of annual leave so staff can attend relevant seminars.  

LPC will consider working remotely, increased flex hours even after the pandemic to increase job retention and employee diversity



	



 
· 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?

Human resources and individual staff are encouraged to post seminars and new information sources relevant to our work.
Staff has enjoyed participating in information seminars and information websites. 

We have a monthly staff enrichment meeting to discuss these seminars, learn about new technologies from other agencies. There is also a field trip planned to do more staff enrichment. 



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.

LPC has two Working groups to encourage participation:

which discussed Diversity in Preservation, Culturally Sensitive Language and Regulatory Practices in Historically Under-resourced Neighborhoods. LPC also had Employee Resource Group meetings for Employees of Color and New Parents. 

EWG- Diversity in Preservation:
Diversity Group meeting 1-2x/month with staff from Preservation, Research, Archaeology and Admin, and did research on possible funding for internships for high school and college level students. We were working on a presentation that included goals on how to increase diversity in historic preservation with examples of how the agency has already been incorporating diversity through our designations, story maps, social media/communications and outreach.

We have implemented and acted on some of our initiatives:

· Hiring a high school intern through DCAS
· Meeting with the principal of Thomas A. Edison Career and Technical Education High School, a CTE high school in Jamaica, Queens
· Participation in Asian American Pacific Islander Heritage/CityTalk Panel Discussions held by DCAS and Department of Education
· Open office hours and outreach
· Representing agency at Fresh Air Fund’s career fair last year and more recently, Stephen T. Mather High School’s career day last week ( 4/12/23)




EWG- ADVANCING EQUITY FRAMEWORK IN REGULATION PROCESS
[bookmark: _Hlk132782317]Regulatory working Group met and discussed staff aiding homeowners with less resources to guide them in the application process and help them prepare their presentations for Public Hearings. 






 

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. 		Employees are encouraged to provide good customer service to the public regardless of socio-economic, cultural, gender, ethnic, disabled, veteran, senior, LGBT, religious and other statuses. 
	


· 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? 

        Preservationists and staff are evaluated on the basis of customer service and responsiveness to contact from the public. 
	Communication is key to working with the public, the public is given many guidances, including language interpretation if necessary. 	
	Steps taken to evaluate effectiveness- not much need for language interpretation, simplifying instructions, testing new filing systems with public. 


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. In accordance with Executive Order No. 120 (7/22/08) LPC will ensure that persons with Limited English Proficiency (LEP) shall have access to services by implementing language assistance plans. One of many steps LPC takes is to meet the LEP applicant/owner onsite to assist the LEP applicant in understanding LPC requirements and procedures and to provide guidance on how to have a successful application process.  In addition, LPC provides interpreters and devices for interpretation at community and owner outreach meetings






· 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? 

So far, we have not had any applicants ask for this service, but it is available. 



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.	


LPC recognized that there was underutilization for the competitive title ( Preservationist- social scientists)- so a EWG was formed to try to increase recruitment and education at a younger level of education.

LPC participated in the Summer Youth Employment program to foster and encourage earlier interest in historic preservation in younger underserved areas. 



· 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?


Summer interns were required to present a summary or project of their findings after their term with Landmarks was coming to an end.
Many of the interns presented projects which showed great insight into the landmarking procedure and mapping future trends with collectable data.

EWG- Diversity in Preservation:
Diversity Group meeting 1-2x/month with staff from Preservation, Research, Archaeology and Admin, and did research on possible funding for internships for high school and college level students. We were working on a presentation that included goals on how to increase diversity in historic preservation with examples of how the agency has already been incorporating diversity through our designations, story maps, social media/communications and outreach.

We have implemented and acted on some of our initiatives:

· Hiring a high school intern through DCAS
· Meeting with the principal of Thomas A. Edison Career and Technical Education High School, a CTE high school in Jamaica, Queens
· Participation in Asian American Pacific Islander Heritage/CityTalk Panel Discussions held by DCAS and Department of Education
· Open office hours and outreach
· Representing agency at Fresh Air Fund’s career fair last year and more recently, Stephen T. Mather High School’s career day last week ( 4/12/23)

Evaluation for a change in demographics will not happen overnight- but over the course of many years when we see a more diversified body of candidates going into the field of preservation. 


	
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	



· 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. [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	



4. [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	





· 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.

LPC participated in the Summer Youth Employment program to foster and encourage earlier interest in historic preservation in younger underserved areas. 

Summer of 2022- 10 students interns learning about historic preservation and presenting projects at the end of their term.





I. [bookmark: _Toc116503096][bookmark: _Toc116503132][bookmark: _Toc116573390][bookmark: _Toc116662130][bookmark: _Toc116662226][bookmark: _Toc116662259][bookmark: _Toc116664279][bookmark: _Toc116664340]
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. [bookmark: _Toc116503099][bookmark: _Toc116503135][bookmark: _Toc116573393][bookmark: _Toc116662133][bookmark: _Toc116662229][bookmark: _Toc116662262][bookmark: _Toc116664282][bookmark: _Toc116664343]
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. 	Review policies, procedures, and practices related to targeted outreach and recruitment.

		Review underutilization in job groups to inform recruitment efforts.

Put in place an operating, up-to-date, accessible website, mobile application and social media presence related to EEO protection and rights
	



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

Biannually, the Chair, Executive Director, General Counsel , Human Resources and EEO Department has discussed recruitment efforts and various venues we can try to attract a more diverse field of candidates, including attending more NYC job fairs. 

We have implemented and acted on some of our initiatives:

· Hiring a high school intern through DCAS
· Meeting with the principal of Thomas A. Edison Career and Technical Education High School, a CTE high school in Jamaica, Queens
· Participation in Asian American Pacific Islander Heritage/CityTalk Panel Discussions held by DCAS and Department of Education
· Open office hours and outreach
Representing agency at Fresh Air Fund’s career fair last year and more recently, Stephen T. Mather High School’s career day last week ( 4/12/23

Evaluation for a change in demographics will not happen overnight- but over the course of many years when we see a more diversified body of candidates going into the field of preservation. 


	
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. 		Assess agency job postings to ensure appropriate diversity, inclusion, and equal
     	opportunity employer messaging.
Share job vacancy notices with the Mayor’s Office for People with Disabilities at nycatwork@mopd.nyc.gov






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

Director of Administration and other administrative staff take a 55-a program training yearly 

Hard to evaluate effectiveness- we do not have many openings where 55-a program participant applies.

	
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. 	Assess agency job postings to ensure appropriate diversity, inclusion, and equal
     opportunity employer messaging.
	Share job vacancy notices with the Mayor’s Office for People with Disabilities at nycatwork@mopd.nyc.gov
	Reach out to the DCAS Office of Citywide Recruitment (OCR) as a resource at citywiderecruitment@dcas.nyc.gov

	post ALL vacancies on NYC Careers

	Ensure that agency personnel involved in both the discretionary and the civil service
     hiring process have received:
	Structure Interview Training, Unconscious Bias training




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

When interviewing candidates and new hires, EEO officer asked how candidate or new hire found the position- many candidates identified the website as the place they found the posting.
Our website identifies LPC and the City of New York as: The City of New York is an inclusive equal opportunity employer committed to recruiting and retaining a diverse workforce and providing a work environment that is free from discrimination and harassment based upon any legally protected status or protected characteristic, including but not limited to an individual's sex, race, color, ethnicity, national origin, age, religion, disability, sexual orientation, veteran status, gender identity, or pregnancy.

Jobs were also posted on NYC Jobs and PreserveNet.  Those interested in the preservation field throughout the country often check PreserveNet for postings. 


	
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.

	Assess agency job postings to ensure appropriate diversity, inclusion, and equal
     opportunity employer messaging.
	Share job vacancy notices with the Mayor’s Office for People with Disabilities at nycatwork@mopd.nyc.gov
	Reach out to the DCAS Office of Citywide Recruitment (OCR) as a resource at citywiderecruitment@dcas.nyc.gov

	post ALL vacancies on NYC Careers

	Ensure that agency personnel involved in both the discretionary and the civil service
     hiring process have received:
	Structure Interview Training, Unconscious Bias training

LPC had 9 new employees and each employee was interviewed when onboarding to ask about what recruitment channels they viewed the vacancy.

When interviewing candidates and new hires, EEO officer asked how candidate or new hire found the position- many candidates identified the website as the place they found the posting.
LPC had 9 new hires in the past two quarters- occurred during interviewing those 9 new hires.
Our website identifies LPC and the City of New York as: The City of New York is an inclusive equal opportunity employer committed to recruiting and retaining a diverse workforce and providing a work environment that is free from discrimination and harassment based upon any legally protected status or protected characteristic, including but not limited to an individual's sex, race, color, ethnicity, national origin, age, religion, disability, sexual orientation, veteran status, gender identity, or pregnancy.

		Specifically, in February 2023, we posted and interviewed for a Compliance Associate position. 



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: 1

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

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

3. Summer College Interns Total: 1

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

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

4. Summer Graduate Interns Total: 6- various ( many different ethnicities and genders) *specify or explain why data is not provided
	Genders: 5 F, 1 X,     ethnicities- did not self Identify

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 Plazcek Fellow- Total: 1

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

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

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):  _____1_____  Q2 (12/31/2022):  ____1____  Q3 (3/31/2023):  ____1______  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 _0__ [number] new applications for the program were received.
During the 2nd Quarter _0__ participants left the program due to [state reasons] ________.

During the 3rd Quarter, a total of __0__ [number] new applications for the program were received.
During the 3rd Quarter _0__ participants left the program due to [state reasons] ________.

During the 4th Quarter, a total of __0__ [number] new applications for the program were received.
During the 4th Quarter _0__ 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:_____P:drive  accessible to all staff__________________

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?

Career Counselor has notified staff of upcoming civil service exams. And any promotional vacancies.

New hires have all expressed interest in the civil service exam. Recently seminar was given for information on upcoming civil service exams.
There are many candidates applying to take the exam. All provisional employees did take the exam and were picked up. 

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?

Most high performing preservationist were promoted to level II positions.

A majority of preservationist who have stayed a number of years and processed permits in an efficient manner have been promoted. 


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).
EEO Officer makes sure that managers are trained in Structured Interviewing and Unconscious Bias.  

EEO Officer makes sure that managers are keeping interview logs



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

LPC is aware of assessing impacts of potential lay offs on racial, gender and age groups




5.    Other:



During this Quarter the Agency activities included:	# of Vacancies		# of New Hires	# of New Promotions
 							Q1	   # ___7__		    # ___4__		   # __5___
Q2	   # ___5__		    # __8___		   # ___1__
Q3	   # ___5__		    # __1___		   # ___0__
Q4	   # ___2__ 		    # __4___  		   # ___0__

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.


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

EEO Policy included as attachment in Chair’s memo. Including accommodation instructions and complaint instructions. 
The participation in the EEO 4 module training was nearly 100%

Running reports on training to gauge effectiveness. 

2. Improve the EEO Office’s visibility to the workforce.

EEO personnel contact information given to all Staff.

· 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 sending monthly or sometimes weekly reminder to staff about training

Training numbers went up when the monthly reminders were given. 


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.

 Complaint process included as attachment to All Staff through Chair’s memo.


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

LPC has few complaints- so hard to evaluate the effectiveness.


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

Encourage completion of all recommended training. 


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

Monthly reminders to complete recommended training. 
Recently- LPC had nearly 100% participation in the new 4 module EEO training.
Training is ongoing for sexual harassment prevention.

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.

Managers and supervisors are given a separate memo by the Chair and also encouraged to discuss any issues during weekly meetings.

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

Supervisors e-mail EEO officer to confirm that the meetings discussed EEO issues.



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.  
Manager and supervisors are given memo to direct any EEO issue ,complaint or accommodation request to the EEO Officer

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

Managers promptly notify the of EEO officers of any EEO issues.

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?



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: ______EEPC audit- ongoing_______.
	
	☐ 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 _4th__ 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			
	Lily Fan
	John Weiss
	Margaret McMahon

	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 %): 40
	☐  100%	☒  Other: (specify %): 20
	☐  100%	☒  Other: (specify %): 20



	
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.	
	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 _4th__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
	Lily Fan
	attorney
	35
	LFAN@lpc.nyc.gov
	212-669-7952

	Chief Diversity & Inclusion Officer
	Akeem Bashiru
	n/a
	15
	AkeBashiru@lpc.nyc.gov
	212-669-3352


	Diversity & Inclusion Officer
ADA Coordinator
Disability Rights Coordinator
Disability Services Facilitator
55-a Coordinator
Career Counselor


	Margaret McMahon   

	Administrative Staff Analyst
	15
	MMcmahon@lpc.nyc.gov
	212-669-7943


	EEO Counselor
	John Weiss
	n/a
	10
	JWeiss@lpc.nyc.gov

	212-669-7951

	
	
	
	
	
	


* 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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