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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): ____8/11/2022____________	☐ 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):  _53_  Q2 (12/31/2022):  _53_  Q3 (3/31/2023):  ___57____  Q4 (6/30/2023):  __________

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

	☒ Yes	 On (Date): ____4/22/2022____________	☐ 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:   _10/26/2022_   Q2 Review Date:  _12/21/2022_   Q3 Review date:  ___3/8/2023___   Q4 Review date:  __________


The review was conducted with:

☐ Agency Head		      ☐ Agency Head		          ☐ Agency Head			☐ Agency Head
☒ Human Resources		      ☐ Human Resources	          ☐ Human Resources		☐ Human Resources
☐ General Counsel		      ☐ General Counsel	          ☐ General Counsel		☐ General Counsel
☒ Other ___EEO____		      ☐ 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. Encourage agency employees to take promotional civil service examinations.  The career counselor sends out updated civil service exam information monthly.

· 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 has appointed a career counselor, monthly they send out updated civil service exam information to all employees and has one on one meeting them if requested. Employees have received additional civil service 101 information as the agency career counselor receives it. The agency is also planning to have the career counselor meet with supervisory employees to discuss the professional development of their employees.  

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


2. Continue to share important EEO information with the employees through the EEO newsletter.

· 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 EEO office sends out a monthly newsletter to all staff with a variety of EEO information ranging from diversity events to an explanation of various processes. EEO office has been sending reminders of processes to employees such as RA complaint and the like. We’ve placed a bulletin board in the HR suite to continue to share information to all employees.  With the transfer in EEO duties we have been a bit delayed in sending out the newsletter in Q3 but are planning to resume for Q4. 

	
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. The agency has a career counselor, who will ensure that information regarding civil service is disseminated monthly as well as post information on the agency SharePoint site and bulletin board.

· 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 has appointed a career counselor, monthly they send out updated civil service exam information to all employees and has one on one meetings with them if requested. Civil service information is also placed on the agency bulletin boards. The carer counselor also sends DCAS Civil Service 101 Information Sessions to employees and NYC Job Postings as new positions open in other City agencies.

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. 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. The agency focuses on maintaining our inclusive work environment, appreciating differences, and retaining diverse talent.
 
· 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?

The agency continues to send job postings to various organizations and agencies such as NAAACP, NY State Department of Labor, DCAS, Indeed, Community Boards, Libraries, Community Organizations, and etc., to ensure we get a wide range of diverse applicants for each posting. 

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. The agency actively informs employees of their rights and protections under the New York City EEO Policy and maintains an open-door policy for any EEO questions or concerns. 

· 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?

The EEO office at the Brooklyn Borough President’s still maintains an open-door policy and meets with employees regarding any issues they may have, we constantly inform employees of their rights through the newsletter and sending out the EEO policy bi-annually. The EEO office is also planning to add EEO Counselor’s to the team to help foster communication for those employees who may be timid and would like to speak to a counselor rather than the EEO Officer. 

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. The agency provides annual training to actively inform employees of the EEO complaint and reasonable accommodation processes and circulates DCAS EEO Complaint Procedural Guidelines and Reasonable Accommodations Procedural Guidelines.

· 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 the effectiveness of these actions?

We ensure that we are in 100% compliance with mandated training and send out the guidelines bi-annually. We are working on implementing staff development and training to grow employees.  We respond to all inquiries in a timely manner, and maintain an open door policy to allow staff to come and receive information on an as needed basis as well. 
	
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. Currently the agency does not have ERGs, however, there are plans in place to begin forming them to sustain a more diverse and inclusive environment. Our agency created the Sunshine Committee to boost employee morale, highlight success and improvement, and to highlight and celebrate diversity.  We are planning to revamp the Sunshine Committee and engage staff through our annual staff retreat and different activities that will be planned by the Sunshine Committee throughout the year. 

· 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?

We have spoken with our agency “Sunshine Committee” to begin planning the creation of diversity and inclusion and possible creation of ERGs for employees who want them. While the Sunshine Committee is being revamped we must continue this conversation along with other ways to promote diversity and create an equitable work environment.  

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.

In addition to providing new employees with the mandatory EEO trainings, in Quarter 4 we started to introduce new staff to EEO through orientation, to both bring a friendly face to the orientation and to take away the stigma that surrounds EEO and the City Human Rights Law.  


C. Community:

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

1. The BBP’s office allocates discretionary funding to support organizations that help the community through various programs, initiatives, and events. The BBP’s office provides monetary assistance to community groups, programs, and non-profits through partnerships for events in the community as well as through financial allocations.  For example, the $15.6m the BP allocated went directly to 3 hospitals to develop and/or renovate NICU and Mother-Baby Units. Additionally, the BBP’s nonprofit Brooklyn For All, Inc.  funds programming for Brooklyn and partners with organizations to benefit the borough as a whole, whether the initiatives are Maternal Health, Youth, Diversity (Cultural), etc. 
The BP also has initiated a Comprehensive Plan which is a data-driven initiative that will be used to guide Brooklyn Borough Hall’s land use decisions. A Comprehensive Plan will allow the Borough President to submit ULURP recommendations with accountability and predictability to the public based on the Plan recommendations to reduce health disparities within out communities and to produce better health outcomes through planning.

· 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 the effectiveness of these actions? 

The Borough President has delegated and is working with organizations, community groups, city agencies and elected officials. The agency is also collecting feedback on data to get community input on the plan in the hopes of finalizing the recommendations of the Comprehensive Plan by June 30, 2023. 

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. The BBP’s Community Affairs team plays a crucial role in ensuring the Brooklyn Borough President’s Office is present throughout Brooklyn neighborhoods and communities and is responsive to the needs of the community. We partner with various community organizations such as police precincts, NYPD community affairs, FDNY, West Indian American Day Carnival Association, the GOD squad, Mayor’s Office of Faith-based Initiative, etc. to boost community engagement through these diverse community stakeholders and to provide resources and assistance to the community.  Community Affairs has been instrumental in getting community feedback on the Comprehensive Plan and planning other initiatives. 


· 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 the effectiveness of these actions? 


We continue to partner with various community organizations and host a variety of community events that highlight diverse cultures and communities.  We just threw our Jewish Heritage event, AANHPI event.  We are currently planning our Pride Event, and we will being our Summer Jazz Concert Series on the plaza in Columbus Park. 


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. Our office also encourages, recognizes, and celebrates individuals or organizations who are giving back and supporting their community. Currently the biggest focus of the BBP’s office is Maternal Mortality. The agency head has made this a large focus for various initiatives which are being spearheaded by the agency, this includes an allocation 45 million across the three public hospitals in Brooklyn to help improve maternal health care services that will in turn reduce disparities in maternal mortality rates found between Black pregnant people and their white counterparts. 


· 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? 

BBP’s intention is to continue educating and providing helpful information that is common knowledge within the local maternal health community. BBP launched a robust campaign to educate the community that is severely impacted by maternal mortality.  Steps that the agency has also taken is to start to equip communities with information to help them make the most knowledgeable and data-supported decisions. The BP also has initiated a Comprehensive Plan to inform his ULURP recommendations with accountability and predictability to the public based on the Plan recommendations to reduce health disparities within our communities and to produce better health outcomes through planning. We also continue to highlight those who are involved in the community through Citations/Proclamations at our events or at community events that we are invited to. 


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	

D. Equity, Inclusion, and Race Relations Initiatives:

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

1. Our agency develops and reviews policies and programs that deliver resources and benefits equitably to all.  We continuously provide training opportunities for supervisors, managers, and senior leaders as they become available by and through DCAS. We have also purchased trainings on LinkedIn where all staff can take core trainings assigned by our office, but also add to their own training path topics and areas that may interest them to contribute to their professional development.  Our office hosts many events to celebrate culture and accomplishments wherein we honor community stakeholders for their work in Brooklyn and NYC at large. The agency will continue to promote diversity and inclusion through various events, and the implementation of our agency newsletter which highlights monthly D&I events and holidays. The Sunshine Committee will also plan activities to foster inclusion within our staff.  


· 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?

The agency will continue to promote diversity and inclusion through various events, and the implementation of our agency newsletter which highlights monthly D&I events and holidays. 


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. Our agency provides a monthly EEO newsletter to employees with relevant EEO information and updates.


· 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?

The agency will continue to promote diversity and inclusion through various events, and the implementation of our agency newsletter which highlights monthly D&I events and holidays. 
	

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. Our agency created a staff committee called the Sunshine Committee to find ways to build stronger teamwork, celebrate each other’s personal and professional accomplishments, and ultimately build better working relationships. The EEO Officer also talks with staff to gauge staff interest in different initiatives and for ideas and staff input. 

· 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?

The sunshine committee met twice a month to discuss ways to build a better work environment.  The Sunshine Committee will be revamped for different activities but the agency continues to use monthly staff meetings and annual staff retreats to enhance equity, inclusivity and cultural competency.  The EEO Officer also talks with staff for staff input.

	
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	
[bookmark: _Toc116503096][bookmark: _Toc116503132][bookmark: _Toc116573390][bookmark: _Toc116662130][bookmark: _Toc116662226][bookmark: _Toc116662259][bookmark: _Toc116664279][bookmark: _Toc116664340][bookmark: _Toc116503099][bookmark: _Toc116503135][bookmark: _Toc116573393][bookmark: _Toc116662133][bookmark: _Toc116662229][bookmark: _Toc116662262][bookmark: _Toc116664282][bookmark: _Toc116664343]Q4 Update: 	☒ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
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. Currently, the agency has been working with various agencies to disseminate multiple agency job postings. The Office of the Brooklyn Borough President has endeavored to use all the resources at its disposal, including but not limited to partnering with the Department of Labor, posting the vacancies on websites such as LinkedIn and Indeed, sharing the postings with DCAS and other city agency APOs, the Brooklyn Public Library, and the various Brooklyn community boards to share these postings. We have also ensured to create a job vacancy flyer that our community affairs department disseminates at the various event which they table, such as block parties, street fairs, or wellness events. Having such a wide presence has allowed the agency to capture over 300 applicants in the first 6 months of the calendar year. The applicant pool has been diverse so far, allowing us to keep up with our goals of maintaining diversity. We further plan to: 
· Review policies, procedures, and practices related to targeted outreach and recruitment.
· Assess agency job postings to ensure new diversity, inclusion, and equal opportunity employer messaging is included.
· Job vacancies have been shared with the Department of Labor and posted on their website. 
· Job vacancies have been shared with DCAS to be placed in their newsletter. 
· Partner with many of the 18 Brooklyn Community Boards to share job postings at their offices and various community-held events, such as job fairs and monthly meetings.
· Partner with the Brooklyn Public Library to disseminate BBH job postings and place them on their website. 
· Share job vacancy notices with the Mayor’s Office for People with Disabilities at nycatwork@mopd.nyc.gov, (212) 788-2830, and ACCES VR by sending the job vacancy notices to Maureen Anderson at Maureen.Anderson@nysed.gov  (212) 630-2329 so they can share it with their clients.
· Share job vacancy notices with community organizations and nonprofits to share within the community and their networks.



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

We have continued to do the following to increase our recruitment: 
1. Continue to build relationships with other community organizations and non-profits such as but not limited to the Brooklyn Chamber of Commerce and Neighborhood Economic Development
for job postings to reach individuals in underserving communities.
2. Build relationships with schools, and colleges, to target a diverse workforce. 
3. NY State Department of Labor
4. Indeed
5. LinkedIn
6. DCAS & other Agency APOs
7. Public Libraries
8. Brooklyn Community Boards 1 – 18
9.  Mayor’s Office for People with Disabilities


	
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	


VI. Internships/Fellowships

The agency is providing the following internship opportunities in FY 2024. [Note:  Please update this information every quarter.]

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

1. Urban Fellows Total: 0

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

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

2. Public Service Corps Total: 0

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

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

3. Summer College Interns Total: 0

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

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

4. Summer Graduate Interns Total: 0

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: SYEP less than 10—recruitment has not started yet

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

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

Additional comments: 



C.	55-A Program
Our agency uses noncompetitive titles and therefore does not participate in the 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):  ___0_______  Q2 (12/31/2022):  ____0______  Q3 (3/31/2023):  _____0____  Q4 (6/30/2023):  __________

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

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

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

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

The 55-a Coordinator has achieved the following goals:

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


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?

The career counselor sends out promotional materials/information to employees monthly including civil monthly service exam list and civil 101 sessions for employees to attend. Also, send civil service literature for employees.

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?

The EEO officer meets with the agency head on a monthly basis to discuss ways in which appointments, promotions, policies etc. occur and how to make sure they are equitable.  The EEO Officer communicates to the Executive Team best practices to ensure equity.  


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 reviews interview questions, job postings and observes interviews.

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

The agency hasn’t had any layoffs.  The two terminations and three resignations have majorally been one gender group.  This office has kept worked diligently to maintain the diverse demographics in the office during recruitment.  

5.    Other:


During this Quarter the Agency activities included:	# of Vacancies		# of New Hires	# of New Promotions
 							Q1	   # __7___		    # ___4__		   # _____
Q2	   # __3___		    # ___2__		   # ___1__
Q3	   # _____		    # _____		   # __3__
[bookmark: _Toc116503101][bookmark: _Toc116503137][bookmark: _Toc116573395][bookmark: _Toc116662135][bookmark: _Toc116662231][bookmark: _Toc116662264][bookmark: _Toc116664284][bookmark: _Toc116664345][bookmark: _Toc116503102][bookmark: _Toc116503138][bookmark: _Toc116573396][bookmark: _Toc116662136][bookmark: _Toc116662232][bookmark: _Toc116662265][bookmark: _Toc116664285][bookmark: _Toc116664346][bookmark: _Toc116503103][bookmark: _Toc116503139][bookmark: _Toc116573397][bookmark: _Toc116662137][bookmark: _Toc116662233][bookmark: _Toc116662266][bookmark: _Toc116664286][bookmark: _Toc116664347][bookmark: _Toc116503104][bookmark: _Toc116503140][bookmark: _Toc116573398][bookmark: _Toc116662138][bookmark: _Toc116662234][bookmark: _Toc116662267][bookmark: _Toc116664287][bookmark: _Toc116664348][bookmark: _Toc116503105][bookmark: _Toc116503141][bookmark: _Toc116573399][bookmark: _Toc116662139][bookmark: _Toc116662235][bookmark: _Toc116662268][bookmark: _Toc116664288][bookmark: _Toc116664349]Q4	   # _____ 		    # _____  		   # _____
VI. [bookmark: _Toc116664350]Training

[bookmark: _Hlk530067472][bookmark: _Toc116503107][bookmark: _Toc116503143][bookmark: _Toc116573401][bookmark: _Toc116662141][bookmark: _Toc116662237][bookmark: _Toc116662270][bookmark: _Toc116664290][bookmark: _Toc116664351][bookmark: _Toc116503108][bookmark: _Toc116503144][bookmark: _Toc116573402][bookmark: _Toc116662142][bookmark: _Toc116662238][bookmark: _Toc116662271][bookmark: _Toc116664291][bookmark: _Toc116664352]Please provide your training information in Part II of the report “Diversity, Equity, Inclusion and EEO Training Summary” (in MS Excel).
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.


The EEO office at the Brooklyn Borough President’s Office has taken great strides to increase employee familiarity with the EEO policy, including but not limited to disseminating the agency EEO policy to all staff each year, and updating the agency SharePoint site with the most current information as it pertains to all things EEO related. Also, the EEO Office will continue to send out its monthly EEO newsletter agency wide, since June 2022.

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


The agency EEO office continues to announce to all staff whenever there are changes to EEO personnel. Currently the EEO office has an open-door policy allowing all staff to come into the office regarding any issue they may be having. Moving forward the EEO office plans to roll a more robust employee engagement initiative including an orientation that apprises new staff an introduction to EEO and the EEO Office. 

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.

[bookmark: _Hlk114155583]Included within the agency’s EEO policy manual is a detailed guide of the EEO complaint process. This includes every detail from beginning to end. This information is also sent out separately 6 months after the policy manual is distributed to ensure that all employees have received it. The EEO office will continue using this format to distribute this information as it has proven to be quite effective in reaching all employees. We will also include it in one of our monthly newsletters 3-4 months after we send the 6-month refresher.


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

Included within the agency’s EEO policy manual is a detailed guide of the EEO protected rights and categories, including details on how to begin filing a complaint. This information is also sent out separately 6 months after the policy manual is distributed to ensure that all employees have received it. The EEO office will continue using this format to distribute this information as it has proven to be quite effective in reaching all employees. We have also included in our July 2022 newsletter, moving forward we will continue to send out his information via our newsletter once yearly.  Finally, at the end of Quarter 3 we planned to introduce EEO to new employees during their orientation so as to familiarize them with the EEO Policy, the protected categories, the EEO Officer and the role of the EEO Office.  This implementation was planned for Quarter 4 to increase the employee’s understanding of their protected rights.  


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.

[bookmark: _Hlk114155487]In addition to the EEO policy manual, managers are also sent a description of their duties as it pertains to EEO. This allows them to have a full understanding of the agency EEO policy. Managers are encouraged to communicate directly with the EEO officer if any portion of their function remains unclear to them.


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.  

In addition to the EEO policy manual, managers will be sent out a description of their duties as it pertains to EEO. This allows them to have a full understanding of the agency EEO policy. Managers are allowed and encouraged to communicate directly with the EEO officer if any portion of their function remains unclear to them or if they are unsure as to whether an action violates the EEO Policy. Within the description of their duties as it pertains to EEO it is detailed to managers where they can direct employees regarding EEO matters. Managers are also notified of training and signed up for the same as required by DCAS, or if the need arises.  The EEO office will continue to use this format to distribute this information as it has proven to be quite effective in reaching all managers.


7. Other:


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


[bookmark: _Toc116503111][bookmark: _Toc116503147][bookmark: _Toc116573405][bookmark: _Toc116662145][bookmark: _Toc116662241][bookmark: _Toc116662274][bookmark: _Toc116664294][bookmark: _Toc116664355][bookmark: _Toc116503118][bookmark: _Toc116503154][bookmark: _Toc116573412][bookmark: _Toc116662152][bookmark: _Toc116662248][bookmark: _Toc116662281][bookmark: _Toc116664301][bookmark: _Toc116664362]
XI. [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 __3rd__ Quarter, FY 2023

Personnel Changes

	Personnel Changes this Quarter:	☐   No Changes
	Number of Additions:1 
	Number of Deletions: 2

	
Employee's Name & Title
	1. Corina Lozada
	2. 
	3. Tameisha Honeygan, EEO Officer

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

	Date of Change in EEO Role
	Start Date or Termination Date: 3/8/2023
	Start Date or Termination Date: 
	Start Date or Termination Date: 3/8/2023

	

	Employee's Name & Title
	
	
	Ricardo Newball, Deputy EEO Officer

	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: 3/8/2023

	For New EEO Professionals:

	
Name & Title
	4. Corina Lozada (interim)
	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. Tameisha Honeygan & EEO Officer
	2.	Ricardo Newball & Deputy EEO Officer 
	3.	 Corina Lozada

	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
Signed up for training courses Awaiting 2023 training session approval.






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 _3rd_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
	Corina Lozada
	
	%100
	
	

	Deputy EEO Officer OR
Co-EEO Officer
	
	
	
	
	

	Chief Diversity & Inclusion Officer
	
	
	
	
	

	Diversity & Inclusion Officer
	
	
	
	
	

	Chief Diversity Officer/Chief MWBE Officer per E.O. 59
	
	
	
	
	

	ADA Coordinator
	
	
	
	
	

	Disability Rights Coordinator
	
	
	
	
	

	Disability Services Facilitator
	
	
	
	
	

	55-a Coordinator
	
	
	
	
	

	Career Counselor
	
	
	
	
	

	EEO Counselor
	
	
	
	
	

	EEO Investigator
	
	
	
	
	

	EEO Counselor\ Investigator 
	
	
	
	
	

	Investigator/Trainer
	
	
	
	
	

	EEO Training Liaison
	
	
	
	
	

	Other (specify)
	
	
	
	
	

	Other (specify)
	
	
	
	
	


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