
 
 

 
 

BY MAIL AND EMAIL  
 
November 6, 2019 
 
 
Ana M. Bermudez   
Commissioner 
Department of Probation 
33 Beaver Street, 23rd Floor 
New York, NY 10004 
 
Re:  Department of Probation 

Evaluation of Sexual Harassment Prevention and Response Practices 
Audit Period: January 1, 2017 to December 31, 2018 
Determination: PRELIMINARY 

 
Dear Commissioner Bermudez: 
 
On behalf of the members of the Equal Employment Practices Commission (EEPC), 
thank you and your agency for the cooperation extended to our staff thus far. This 
letter contains the EEPC’s evaluation and preliminary determinations pursuant to 
the Department of Probation’s Sexual Harassment Prevention and Response 
Practices for the period covering January 1, 2017 to December 31, 2018.  
 
Purpose 
Chapter 36, Sections 830(a) and 831(d)(2) and (5) of the New York City Charter 
(Charter) authorize the EEPC to audit, review, evaluate, and monitor the employment 
practices, procedures, and programs of city agencies and other municipal entities, 
hereinafter “entities,” and their efforts to ensure fair and effective equal 
employment opportunity (EEO) for women and minority employees and applicants. 
Charter Sections 831(d)(2) and 832(c) authorize the EEPC to make a determination 
that any plan, program, procedure, approach, measure, or standard does not 
provide equal employment opportunity, require appropriate corrective action, and 
monitor the implementation of the corrective action prescribed.  
 
The Department of Probation, hereinafter simply termed “agency” or “entity,” falls 
within the EEPC’s purview under Chapter 36, Sections 830(a) and 831(a) of the 
Charter, to review, evaluate, and monitor the coordination and implementation of 
affirmative employment programs of equal employment opportunity for any “city, 
county, borough or other office, administration, board, department, division, 
commission, bureau, corporation, authority, or other agency of government where 
the majority of the board members of such agency are appointed by the mayor or 
serve by virtue of being city officers or the expenses of which are paid in whole or in 
part from the city treasury…”  
 
The purpose of this audit and analysis is to evaluate the subject matter referenced, 
not to issue findings of discrimination pursuant to the New York City Human Rights 
Law.   
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Scope  
The EEPC has adopted uniform standards for auditing municipal entities1 and minimum standards for 
auditing Community Boards (collectively “Standards”) to review, evaluate, and monitor entities’ 
employment and EEO-related practices, procedures, approaches, measures, standards, and programs. 
These standards are founded upon, and consistent with federal, state, and local laws and regulations, and 
policies and procedures to increase equal opportunity for women, minorities, and other employees and job 
applicants identified for protection from discrimination. Corrective actions prescribed are consistent with 
the aforementioned parameters including, but not limited to, the City of New York’s Equal Employment 
Opportunity Policy, Standards and Procedures to Be Utilized by City Agencies 2014, as amended (Citywide 
EEO Policy); the New York City Human Rights Law (New York City Administrative Code Title 8); New York 
State Human Rights Law (New York Executive Law, Article 15); the New York State Civil Service Law §55-a; 
and the equal employment opportunity requirements of the New York City Charter. 
 
Policy and Plan Requirements 
The aforementioned Standards require, at minimum, that mayoral entities distribute the Citywide EEO 
Policy; non-mayoral entities establish or adopt a comprehensive EEO policy; and Community Boards, which 
are comprised of members appointed by the respective Borough Presidents, adopt and distribute the 
corresponding Borough President’s EEO Policy. 
  
Because the EEPC is authorized to review and recommend actions that each entity should consider 
including in its annual plan of measures and programs to provide equal employment opportunity, or Annual 
EEO Plan, entities are also required to incorporate the EEPC’s corrective actions in prospective Annual EEO 
Plans and programs. 
 
Methodology  
The EEPC communicates with EEO professionals (including, but not limited to, past or current EEO Officers, 
Deputy or Co-EEO Officers, EEO Counselors, EEO Trainers, EEO Investigators, Disability Rights Coordinators, 
Career Counselors, and 55-a Program Coordinators) and other employees identified as having involvement 
in EEO program administration such as the Principal Human Resources Professional and relevant Counsel.   
 
The EEPC’s audit methodology includes review of the agency’s Annual EEO Plans and Quarterly EEO 
Reports; analysis of workforce and utilization data; and the collection and analysis of documents, records, 
and data an entity and its representatives provide in response to the Sexual Harassment Prevention and 
Response Preliminary Interview Questionnaires (PIQs). All PIQs contain requests to attach supporting 
documentation for the answer options selected.  
 
EEO Professionals designated for online interviews are assigned a three-week deadline to complete and 
return the PIQs. The EEPC’s PIQ(s)/requests were sent to the Department of Probation on February 11, 
2019; the completed PIQ(s) were returned on February 20, 2019. Supporting documentation was 
attached.  Additional requests for information were made on September 25, 2019, and October 17, 2019. 
 
The following determination indicates where the Department of Probation has or has not complied, in 
whole or in part, with the established Standards.  
 
Description of the Agency 
The New York City Department of Probation (DOP) helps build stronger and safer communities by working 

                                                 
1 Corresponding audit/analysis standards are numbered throughout the document.   
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with and supervising people on probation, fostering positive change in their decision-making and behavior, 
and expanding opportunities for them to move out of the criminal and juvenile justice systems through 
meaningful education, employment, health services, family engagement and civic participation. (Source: 
The Green Book, 3/2019). 
The Department of Probation's total workforce at the end of the period in review was 1,146 employees2. 
 
 
 

PRELIMINARY DETERMINATIONS AFTER AUDIT AND ANALYSIS 
 

Following are the corresponding audit standards for each subject area along with the EEPC’s findings and 
required corrective actions, where appropriate: 
 
I.  Issuance, Distribution and Posting of EEO Policies 
 

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

1.  Issue a Policy Statement or memorandum reiterating commitment to the prevention of sexual 
harassment annually. 
 
  On May 8, 2018, the agency head (Commissioner) of the Department of Probation issued a Sexual 
Harassment Policy Statement3 to all employees via email that was also posted under the EEO tab of 
DOP's intranet. The Sexual Harassment Policy Statement set forth the Department of Probation's 
commitment to the prevention of sexual harassment by stating, "[s]exual harassment is a form of 
employment discrimination prohibited by the EEO Policy and law. All NYC Department of Probation 
employees should be familiar with the EEO Policy's protections against sexual harassment. The EEO 
Policy incorporates the protection provided by federal, state and local laws and implements them by 
providing for disciplinary sanctions to be imposed on employees who engage in sexual harassment... 
Sexual Harassment is strictly prohibited. Employees who violate this policy are subject to discipline, 
including termination." 
  
  The Department of Probation did not demonstrate that a policy statement or memorandum 
reiterating commitment to the prevention of sexual harassment was issued annually during the 
period in review. Corrective Action Required. 
  
NOTE: A screenshot of the Department of Probation's intranet documented that subsequent to the 
period in review, in February 2019, the Sexual Harassment Policy Statement remained posted on 
DOP's intranet, where it was accessible to all employees. 
 
2.  Distribute/Post a paper or electronic copy of the Equal Employment Opportunity Policy, Standards 
and Procedures to Be Utilized by City Agencies -- or an agency Policy that conforms to city, state and 
federal laws against sexual harassment-- for use by managers, supervisors, and legal, human 
resources and EEO professionals. Include, or attach as addenda: uniform and responsive procedures 
for investigating discrimination/sexual harassment complaints, and current contact information for 
the agency’s EEO professionals as well as federal, state and local agencies that enforce laws against 

                                                 
2 Based on the Citywide Equal Employment Database System (CEEDS) report: Work Force Composition Summary attached as Appendix 1. 
3 The Department of Probation's Sexual Harassment Policy Statement is attached as Appendix 2. 
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discrimination/sexual harassment. 
 
  On July 16, 2018, the Department of Probation's principal EEO Professional distributed the City of 
New York’s Equal Employment Opportunity Policy, Standards and Procedures to Be Utilized by City 
Agencies 20144 (EEO Policy) and EEO Policy Addendum 20175 to all staff via email. The EEO Policy 
contained a section entitled, Sexual Harassment, that conforms to city, state and federal laws 
against sexual harassment; procedures for investigating discrimination complaints; and the web 
addresses for the federal, state, and local agencies that enforce laws against discrimination. On 
August 10, 2018, the principal EEO Professional distributed the NYC Commission on Human Rights' 
Sexual Harassment Information Sheet to all staff via email. The Sexual Harassment Information 
Sheet described the New York City Human Rights Law as it pertains to sexual harassment, provided 
some examples of sexual harassment, encouraged employees to report sexual harassment, and 
provided the web addresses for the federal, state, and local agencies that enforce laws against 
sexual harassment. On May 7, 2018, the principal EEO Professional distributed DOP's Sexual 
Harassment Policy Statement to all staff via email. The Sexual Harassment Policy Statement 
contained current contact information for the Department of Probation's EEO professionals. 
Additionally, the Department of Probation reported that during the period in review the EEO 
professionals' contact information, EEO Policy, Sexual Harassment Information Sheet, Sexual 
Harassment Policy Statement, and the EEO Complaint Procedural Guidelines, City of New York 20186 
(EEO Complaint Procedural Guidelines) were posted on DOP's intranet. The EEO Complaint Procedural 
Guidelines provided uniform and responsive complaint investigation procedures to elaborate on the 
complaint procedures outlined in the EEO Policy. The EEO Complaint Procedural Guidelines also 
provided contact information (the office address, web address, and telephone numbers) for the 
federal, state and local agencies that enforce laws against discrimination. The Department of 
Probation also reported that hard copies of the EEO Policy and Sexual Harassment Information Sheet 
were distributed to new hires as part of their employee orientation package; and that the principal 
EEO Professional distributed welcome e-mails to new hires that contained a link to the EEO section of 
DOP's intranet. Emails from April, October and November 2018 sent to new hires by the principal EEO 
Professional indicated that new employees were given an overview of their rights and responsibilities 
under the EEO Policy and the discrimination complaint and investigation procedures; provided with a 
link to the EEO section of the intranet; and informed of what EEO-related information (including the 
contact information for DOP's EEO professionals) and materials were accessible via the intranet. 
  
NOTE: A screenshot of the Department of Probation's intranet showed that subsequent to the period 
in review, in February 2019, the EEO professionals' contact information, EEO Policy, EEO Policy 
Addendum 2017, Sexual Harassment Information Sheet, Sexual Harassment Policy Statement, and 
EEO Complaint Procedural Guidelines were posted on DOP's intranet, where they were accessible to 
all employees. 

  
 

 

II.  Training for the Agency 
 

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

                                                 
4 The City of New York’s Equal Employment Opportunity Policy, Standards and Procedures to Be Utilized by City Agencies 2014 is attached as Appendix 3. 
5 The EEO Policy Addendum 2017 is attached as Appendix 4. 
6 The EEO Complaint Procedural Guidelines, City of New York 2018 is attached as Appendix 5. 
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3.  Establish and implement a training plan for new and existing employees to ensure that all 
individuals who work within the agency, including managers and supervisors, receive training on the 
prevention of sexual harassment as well as discrimination complaint and investigation procedures. 
 
  The Department of Probation's Annual Diversity and EEO Plan for fiscal year (FY) 2019 set forth its 
training plan for all new and existing employees to receive training on the prevention of sexual 
harassment and discrimination complaint and investigation procedures. On June 8, 2018, the 
principal EEO Professional notified all staff via email of the requirement to complete the Department 
of Citywide Administrative Services (DCAS) Sexual Harassment Prevention: What to Know About 
Unlawful and Inappropriate Behaviors in the Workplace (Sexual Harassment Prevention) computer-
based training. A DCAS year-end report on DOP's Sexual Harassment Prevention training completion, 
indicated that as of December 31, 2018, approximately 94% of employees completed the training. 
The curriculum for the Sexual Harassment Prevention computer-based training indicated that the 
training covered the definition of sexual harassment; gave examples of appropriate and inappropriate 
fraternization; explained the laws prohibiting sexual harassment; explained the discrimination 
complaint process; and provided guidance on ways to help prevent sexual harassment. 
  
NOTE: Subsequent to the period in review, a DCAS Sexual Harassment Prevention Training Report 
and training confirmations demonstrated that as of May 2019, the remaining 6% of employees 
completed the training. 
  

 
 

III.  Complaint and Investigation Procedures 
 
 

Summary of Complaint Activity: The agency reported 12 internal and 10 external complaints were filed 
during the period in review. 
 
Determination:  The agency is in partial-compliance with the standards for this subject area.    
 

4.  Include in the complaint file a completed Complaint Intake Form, or a written complaint that 
captures facts (including pertinent dates) that identify the respondent(s) with reasonable specificity 
and provide the essence of the circumstances which gave rise to the complaint. 
 
  Each file for EEO complaint Nos. 171208, 171208A, 180911, 180828, 181220 and 181210 
included a completed Complaint Intake Form or a written complaint that captured facts (including 
pertinent dates) that identified the respondent(s) with reasonable specificity and provided the 
essence of the circumstances which gave rise to the complaint. Additionally, the Department of 
Probation's complaint form entitled, Complaint of Discrimination Form, included areas to capture 
pertinent dates, the alleged basis of discrimination, if the incident was reported to anyone, if a 
complaint was filed with an external agency, the desired corrective action, and a description of the 
circumstances which gave rise to the complaint. The Department of Probation reported that during 
the period in review the Complaint of Discrimination Form was posted to DOP's intranet where it was 
accessible to all employees. 
  
5.  Provide the option to file a complaint anonymously.  
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  The option to file a complaint anonymously was provided in the EEO Complaint Procedural 
Guidelines and the EEO Policy. The EEO Complaint Procedural Guidelines specified, “[t]he person 
making the complaint may do so anonymously, if he or she chooses.” The EEO Policy reiterated, 
“[p]ersons who wish to discuss a possible violation of this Policy without revealing their identity may 
do so by telephoning or writing the EEO office.” 
  
6.  Serve the respondent with a notice of the complaint that includes the respondent’s right to 
respond to the allegations and right to be accompanied by a representative of his/her choice. 
Maintain in the complaint file documentation regarding the service of notice on the respondent. 
 
  The files for EEO complaint Nos. 180911, 180828, 181210 and 181220 contained the 
notification letters that were issued to the respondents. The notification letters stated, "[y]ou may 
respond in writing to the allegations contained in this complaint after receiving this notice and the 
summary of the complaint allegations" and "[y]ou have a right to be accompanied by a representative 
of your choice at this meeting." Additionally, the EEO Complaint Procedural Guidelines established, 
“[t]he EEO Office must serve Respondent with a notice of complaint along with a redacted copy of 
the complaint or a summary of the complaint and allegations… Schedule a meeting with 
Respondent, ensuring that Respondent is informed of the right to be accompanied by a 
representative…” and “[i]nform respondent of the right to respond in writing to the complaint.” 
 
NOTE: The file7 for EEO complaint Nos. 171208 and 171208A indicated the complaints were 
administratively closed before service of a notice of the complaint to the respondents. 
  
7.  Issue/maintain written confirmation when an internal complaint/mediation is terminated, 
withdrawn or resolved by agreement of the parties or EEO Office. 
 
  EEO complaint Nos. 171208, 171208A and 180828 were administratively closed by the EEO 
Office, each file contained written confirmation of the termination. Additionally, the EEO Complaint 
Procedural Guidelines established, "[t]he EEO Officer may recommend mediation, or either party to 
the complaint may request mediation... [r]equests for mediation must be made in writing... [i]f the 
parties agree to a resolution during mediation, a resolution agreement will be drafted and provided 
to the parties and the referring EEO Officer. The resolution agreement will resolve the pending EEO 
complaint... [a] party may withdraw from mediation at any time. The EEO Office may also terminate 
the mediation process if it deems that the effort has been unproductive. The EEO Office must inform 
all parties to the complaint, in writing, of the termination of mediation.” The EEO Policy reiterated, 
“[w]ithdrawal of a complaint must be made or confirmed in writing” and “[m]ediation may be 
terminated by any party to the mediation. If this occurs, the EEO Officer will inform the other party or 
parties in writing that the mediation has been terminated.” 
 
NOTE: EEO complaint Nos. 180911, 181220 and 181210 were not terminated, withdrawn or 
resolved by agreement of the parties or EEO Office. 
 
8.  Take thorough notes, of words spoken and facts provided, during each interview. Include these 
notes in each complaint file. 

                                                 
7 EEO complaint Nos. 171208 and 171208A were initiated based on the same facts and the resulting documentation was maintained as one file. 
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  Each file for EEO complaint Nos. 171208, 171208A, 180911, 180828, 181220 and 181210 
contained written notes of words spoken and facts provided during each interview. Additionally, the 
EEO Complaint Procedural Guidelines instructed EEO complaint investigators to, "[d]uring each 
interview, take thorough notes, as close to verbatim as possible. Notes should reflect the content of 
the interview, both the questions and answers, as completely as possible." 
  
9.  Issue a conclusive report within 90 days of the date the complaint was filed. Commence an 
investigation immediately if allegations raised sufficiently warrant an investigation. 
 
  The conclusive reports for EEO complaint Nos. 180911, 181210, 181220 were issued within 90 
days of the date the complaint was filed. Additionally, the EEO Complaint Procedural Guidelines 
stated, "[t]he complaint investigation should begin immediately after a determination that the 
allegations raised, if true, are sufficient to establish discrimination… [t]he complaint investigation 
should be completed… within 90 calendar days of the filing of a complaint… [t]he final investigative 
report must be completed and the parties notified of the outcome within 90 calendar days from the 
date the complaint was filed with the EEO Office.” 

NOTE: EEO complaint Nos. 171208 and 171208A were administratively closed by the EEO Office 
within 90 days. 

 EEO complaint No. 180828 was administratively closed by the EEO Office more than 90 days after 
the date the complaint was filed. Corrective Action Required. 

Corrective Action #1: Issue a conclusive report within 90 days of the date the complaint was filed. 
Commence an investigation immediately if allegations raised sufficiently warrant an investigation. 
 
10.  In rare circumstances where a complaint investigation cannot commence immediately, or where 
a conclusive report cannot be issued within 90 days, specify in the complaint file the reason for the 
delay and project a time frame for completion of the report. Notify the complainant and respondent of 
the delay. 
 
  A conclusive report for EEO complaint No. 180828 was not issued within 90 days, however, the 
complaint file contained the reason for the delay and an email notifying the respondent of the delay. 
The Department of Probation also reported that the anonymous complainant was notified of the delay 
via telephone. Additionally, the EEO Complaint Procedural Guidelines stated, “[t]he final investigative 
report must be completed… within 90 calendar days… unless the time period is extended by the EEO 
Office for good cause, with written notice to the parties and memorialized in the investigative file 
and/or the complaint tracking system. The EEO Office must document the reason for the delay, and 
project a time frame for the completion of the report.” 
 
 The file for EEO complaint No. 180828 did not include a projected timeframe for completion of the 
conclusive report. Corrective Action Required. 
 
Corrective Action #2: In rare circumstances where a complaint investigation cannot commence 
immediately, or where a conclusive report cannot be issued within 90 days, specify in the complaint 
file the reason for the delay and project a time frame for completion of the report. Notify the 
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complainant and respondent of the delay. 
  
11.  Generate at the end of each complaint investigation, a conclusive confidential report which 
includes a summary of the allegations and responses, a summary of the procedural history of the 
investigation, a statement of the relevant facts gathered, a determination, a recommendation and 
documentation of the Agency Head’s Review. 
 
  The files for EEO complaint Nos. 180911, 181210 and 181220 each contained a conclusive 
report generated at the end of the complaint investigation. The conclusive reports included a 
summary of allegations and responses, a summary of the procedural history of the investigation, a 
statement of the relevant facts gathered, a determination, a recommendation and documentation of 
the Agency Head's review. Additionally, the EEO Complaint Procedural Guidelines established, “[a]fter 
all the relevant facts have been gathered, the EEO Officer must prepare a confidential written report 
on the complaint investigation and must submit the report to the Agency Head for review… [t]he 
written report should include a summary of the allegations and responses, a summary of the 
procedural history of the investigation, a statement of the relevant facts gathered during the 
investigation, a conclusion/determination and recommendation…” and “[t]he Agency Head must sign 
each written report and indicate that it has been reviewed.” 
  
NOTE: EEO complaint Nos. 171208, 171208A, and 180828 were administratively closed, which 
rendered the issuance of a conclusive report unnecessary. 
  
12.  Maintain complaint files in a secure area and ensure that they can be located and reviewed by 
the agency head, agency general counsel, and other appropriate staff identified by the agency head. 
 
  The Department of Probation reported that hard copy complaint files were maintained in the 
principal EEO Professional's office in a secured file cabinet and were accessible to the Commissioner 
and General Counsel upon request. Additionally, electronic versions of the complaint files were stored 
in a secured folder accessible to the EEO Office and other appropriate staff upon request. 
  
13.  Establish and implement a policy whereby the agency head (or an approved direct report other 
than the General Counsel) reviews the principal investigator's conclusive report; issues a 
written/electronic determination adopting, rejecting, or modifying the recommended action; and 
signs each determination, via writing or electronically, to indicate it has been reviewed and adopted.  
 
  The conclusive reports for EEO complaint Nos. 180911, 181210 and 181220 were signed by the 
Commissioner indicating they were reviewed and the recommended action was adopted. Additionally, 
the EEO Complaint Procedural Guidelines established, “[a]fter all the relevant facts have been 
gathered, the EEO Officer must prepare a confidential report on the complaint investigation and must 
submit the report to the Agency Head for review… [t]he Agency Head must sign each written report 
and indicate that it has been reviewed and whether the determination and recommendation, if any, 
is adopted, rejected or modified.” The EEO Policy reiterated, “[t]he EEO Officer will submit a 
confidential report of the complaint investigation to the agency head at the conclusion of the 
investigation… the EEO Officer will recommend appropriate corrective action. The agency head will 
review the EEO Officer’s report and promptly issue a determination adopting, rejecting or modifying 
the recommended action. Such determination shall be in writing and may be issued electronically.” 
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NOTE: The files for EEO complaints Nos. 180828, 171208 and 171208A were administratively 
closed, which rendered the issuance of a conclusive confidential report and documentation of the 
Commissioner’s review unnecessary. 
  
14.  Inform each complainant and respondent of the conclusion and outcome of their complaint 
investigation in writing as part of the agency's complaint procedure. 
 
  The files for EEO complaint Nos. 180828, 180911 and 181220 contained documentation that 
the complainants and respondents were notified of the conclusion and outcome of the complaint 
investigation. The files for EEO complaint Nos. 181210, 171208 and 171208A contained 
documentation that the complainants were notified of the conclusion of the complaint investigation 
or administrative closure. Additionally, the EEO Complaint Procedural Guidelines established, “[a]fter 
review of the report by the Agency Head, the EEO Office should inform all parties in writing of the 
outcome of the investigation… [t]he decision after investigation should be communicated to the 
parties in writing, in a discreet and confidential manner, indicating the conclusion reached, whether 
the misconduct alleged has been substantiated, and the agency’s opposition to that kind of activity.” 
The EEO Policy reiterated, “[t]he EEO Officer will advise all parties in writing of the outcome of a 
complaint.” 
 
NOTE: The administrative closure of EEO complaint Nos. 171208 and 171208A occurred before the 
respondents were served with a notice of the complaint and therefore the associated file for 
complaints No. 1712028 and 171208A did not contain documentation that the respondents were 
notified of the administrative closure. 
  
 The file for EEO complaint No. 181210 did not contain documentation that the respondents were 
notified of the conclusion and outcome of the complaint investigation. Corrective Action Required. 
 
Corrective Action #3: Inform each complainant and respondent of the conclusion and outcome of 
their complaint investigation in writing as part of the agency's complaint procedure. 
 
15.  Ensure each internal discrimination complaint file contains a written determination of its 
outcome and corrective action(s) taken as a result. 
 
  The files for EEO complaint Nos. 171208, 171208A, 180828, 180911, 181210, and 181220 
each contained a written determination of its outcome and corrective actions taken as a result. 
Additionally, the EEO Complaint Procedural Guidelines established, “if, based on facts, the EEO 
Officer determines that… the Respondent engaged in unlawful discriminatory conduct in violation of 
the City’s EEO Policy, the EEO Officer must determine the most appropriate action… and make a 
written recommendation to the Agency Head” and “[t]he written report should include… a 
conclusion/determination and recommendation.” The EEO Policy reiterated, “[t]he EEO Officer will 
submit a confidential report of the complaint investigation to the agency head… the EEO Officer will 
recommend appropriate corrective action. The agency head will review the EEO Officer’s report and 
promptly issue a determination adopting, rejecting or modifying the recommended action. Such 
determination shall be in writing and may be issued electronically.” 
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16.  Notify the complainant and respondent in writing when the investigation by the EEO professional 
has been transferred because of the filing of an external complaint. 
 
  Because EEO complaint Nos. 171208, 171208A, 180828, 180911, 181210, and 181220 were 
not transferred because of the filing of an external complaint, DOP's EEO policies and discrimination 
complaint procedures were used to measure compliance with this standard. The EEO Complaint 
Procedural Guidelines established, “[i]f an external complaint or lawsuit is filed subsequent to the 
filing of the internal complaint, the matter must also be transferred to the agency’s Office of General 
Counsel. The EEO Office must notify Complainant (and Respondent, if any) in writing of the transfer.” 
The EEO Policy reiterated, “[t]he EEO Officer will notify the complainant and the parties who are the 
subject of the complaint, in writing, that the investigation by the EEO Officer has been transferred 
because of the filing of the external complaint.” 
  
17.  Establish and utilize a complaint tracking and monitoring system that permits the agency to 
identify the location, status, and length of time elapsed in the complaint investigation process, the 
issues and the bases of the complaints, the aggrieved individuals, and other information necessary to 
analyze complaint activity to identify trends. 
 
  During the period in review the Department of Probation utilized a complaint tracking and 
monitoring system that captured the following: Complainant, Respondent, Internal or External, 
Complaint Number, Type of Complaint, Location of Incident, Investigation Start Date, Final 
Resolution, and EEO Database Complaint Number. 
  
18.  Ensure that the General Counsel assists the agency head in identifying and determining 
appropriate responses to sexual harassment; works with the principal EEO Professional in the 
implementation of the City’s policies and procedures pertaining to sexual harassment; informs the 
principal EEO Professional when external complaints or litigation involving sexual harassment is 
brought against the agency; is available to consult on internal sexual harassment complaint 
investigations; and is responsible for the investigation of, and response to, external sexual 
harassment complaints. 
 
  The Department of Probation's General Counsel worked with the principal EEO Professional to 
assist the Commissioner in identifying and determining appropriate measures to reduce potential 
risks for sexual harassment (see § IV.19 for assessment details). The EEO Policy established, "[i]n 
appropriate cases, an EEO investigation may be conducted in conjunction with or by an agency's 
General Counsel's office" and "[w]hen a person exercises his or her right to file a complaint with a 
federal, state, or local administrative agency (known as an "external complaint") based on or related 
to the same facts and circumstances of an internal complaint, the agency EEO Officer will transfer 
the matter to the agency General Counsel, who will be responsible for any further handling of the 
matter... [a]fter transfer of the complaint to the agency General Counsel, the EEO Officer will 
cooperate with the General Counsel with respect to the ultimate resolution of the complaint." The file 
for EEO complaint No. 180828, which was investigated during the period in review, indicated that the 
General Counsel consulted on internal sexual harassment complaint investigations. 
  
  The Department of Probation did not demonstrate that during the period in review the General 
Counsel informed the principal EEO Professional when external complaints or litigation involving 
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discrimination (including sexual harassment) was brought against DOP. The Department of Probation 
did not provide documentation that demonstrated the General Counsel investigated and responded 
to external discrimination complaints. Corrective Action Required. 
  
NOTE: Subsequent to the period in review, in April 2019, the Assistant General Counsel (on behalf of 
the General Counsel's office) informed the principal EEO Professional of DOP's external complaint 
investigation activity via memorandum. The Department of Probation reported that the principal EEO 
Professional receives an external complaint activity memorandum quarterly. Communication between 
the General Counsel’s office and the principal EEO Professional regarding external complaint 
investigation activity should occur and be maintained when an external complaint is brought against 
the agency. 
 

 
 

IV.  Annual Review of Practices, Policies and Programs 
 

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

19.  Ensure that the principal EEO Professional, HR Professional, and General Counsel, review the 
number of sexual harassment complaints, and the agency’s employment practices, policies and 
programs on an annual basis to identify whether there are barriers to employment opportunities that 
may be related to sexual harassment and determine what, if any, actions are required to correct 
deficiencies. 
 
  An email dated September 19, 2018, indicated that the principal EEO Professional, Deputy 
Commissioner Administration (HR Professional), Senior Policy Advisor, Advisor on Agency Practices, 
and General Counsel assessed DOP’s complaint data and the following risk areas that may be related 
to sexual harassment: "[h]omogeneous Workplace; Cultural and Language Differences in the 
Workplace; Workplaces with Significant Power Disparities; Isolated Workplaces; [and] Decentralized 
Workplaces." The Department of Probation identified a homogeneous workplace in some job groups; 
some power disparity in one of its job groups; discussions between employees outside the workplace; 
and its large number of inexperienced employees as areas of potential risk that may be related to 
sexual harassment. DOP determined that the following actions would be taken to reduce deficiencies 
and improve risk areas: managers and supervisors would be trained on their EEO responsibilities; 
continued recruitment efforts to increase the diversity of the workforce and attract individuals from 
underrepresented groups for various job titles; sexual harassment prevention and diversity training 
for all new hires; increased employee awareness by promotion of the EEO resources and information 
available on DOP's intranet; and reassignment of supervisors and managers as needed to prevent 
power disparities. 

NOTE: The Department of Probation's complaint log indicated that 12 internal and 10 external 
complaints were filed during the period in review: that is 15 complaints filed in 2017 and 7 
complaints filed in 2018. The complaint log also indicated that during the period in review 2 
complaints, approximately 9 percent, were based on sexual harassment. 
  

 
 

V.  Responsibility for Implementation - EEO Professionals 
 

Determination:  The agency is in partial-compliance with the standards for this subject area.   
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20.  Appoint a principal EEO Professional to implement EEO policies and standards within the agency. 
Ensure the principal EEO Professional is trained regarding city, state, federal EEO laws; the 
requirements of the agency’s EEO policies, standards and procedures; and the prevention, 
investigation, and resolution of discrimination and sexual harassment complaints. 
 
  On June 17, 2010, the Commissioner issued a memorandum via email that notified all staff of the 
appointment of the principal EEO Professional. Additionally, employees were reminded of the name 
and contact information of the principal EEO Professional in the Sexual Harassment Policy Statement 
that was distributed to all employees via email in May 2018. Training records demonstrated that the 
principal EEO Professional completed the following DCAS instructor-led EEO-related training: Effective 
Complaint Investigations and Report Writing (2012), EEO Complaint Investigation Procedural 
Guidelines (2016), Sexual Harassment Prevention and Risks of Fraternization (2015), LGBT: Are You 
Ready for the "T" (2015), Transgender Awareness (2012), and Religion in the Workplace (2014) and 
the DCAS Sexual Harassment Prevention (2018) computer-based training. The aforementioned 
trainings covered city, state and federal EEO laws; the requirements of DOP's EEO policies, standards 
and procedures; and the prevention of discrimination and sexual harassment complaints. The 
curriculum for Effective Complaint Investigations and Report Writing and EEO Complaint Investigation 
Procedural Guidelines indicated that the training covered the laws and requirements for the 
investigation and resolution of discrimination and sexual harassment complaints. 
  
21.  Ensure that the responsibilities of the principal EEO Professional are competently discharged by 
providing adequate resources such as opportunities for continuing education and professional 
development, and/or support staff to meet EEO obligations.  
 
  During the period in review, the principal EEO Professional received support in the discharge of 
their responsibilities from an EEO Assistant, three EEO Counselors, and the EEO Training Liaison. The 
EEO Assistant's responsibilities included note taking during complaint investigations and providing 
general support to the principal EEO Professional. The EEO Counselors' responsibilities included 
complaint intake, and offering guidance and referrals on EEO matters. The EEO Training Liaison was 
responsible for ensuring employees received EEO training via the DCAS EEO Awareness, Everybody 
Matters (Diversity and Inclusion), LGBTQ: The Power of Inclusion, and Sexual Harassment Prevention 
computer-based trainings. Training records indicated that during the period in review the principal 
EEO Professional had access to opportunities for continuing education, which included the DCAS 
Disability Etiquette: Inclusive Workplace Strategies for People with Disabilities webinar (completed in 
2017) and Sexual Harassment Prevention computer-based training (completed in 2018). The 
principal EEO Professional also received tasks and standards specific to their EEO-related 
responsibilities; and an annual performance evaluation of their EEO-related responsibilities that 
included feedback and recommendations (see § V.24 for evaluation details).  
  
22.  Where the agency’s organizational structure necessitates multiple EEO professionals, select 
such individuals from different office locations and, where possible, from a variety of levels within the 
organizational structure. Appoint EEO professionals who are trained in EEO laws and procedures, and 
their responsibilities under the EEO Policy. 
 
  During the period in review, the Department of Probation's workforce included 1,146 employees at 
approximately 20 office locations. The Department of Probation's EEO professionals were all 
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stationed at the same office location and coordinated with managers and supervisors at other 
locations to address EEO issues as necessary. The Department of Probation selected EEO 
professionals from a variety of levels within the organizational structure. The Department of Probation 
designated the Assistant to the Commissioner's Office as EEO Assistant, a Commissioner Secretary, 
Procurement Analyst and the Director of Vouchering as EEO Counselors, and the Director of Training 
as EEO Training Liaison to support the principal EEO Professional in carrying out EEO responsibilities 
under the EEO Policy. Training records indicated that the EEO Assistant and EEO Counselors 
completed the DCAS instructor-led Basic Diversity and EEO Training. The curriculum for the Basic 
Diversity and EEO Training indicated that the training covered EEO laws and procedures; and the 
responsibilities of EEO professionals under the EEO Policy. Training records also indicated that during 
the period in review the EEO Training Liaison completed the DCAS Sexual Harassment Prevention 
computer-based training. Additionally, the Agency Quarterly Report for quarter 2 of FY 2019 specified 
that the EEO Counselors completed the following DCAS computer-based training: EEO 
Awareness, Everybody Matters (Diversity and Inclusion), LGBTQ: The Power of Inclusion, and Sexual 
Harassment Prevention. The Department of Probation reported that the EEO professionals received 
EEO-related notifications and materials via email to stay informed of any updates or changes to EEO 
laws, policies and procedures. On June 21, 2018, the principal EEO Professional distributed the 
following to the other EEO professionals via email: an updated version of the EEO Complaint 
Procedural Guidelines; and Reference Sheets covering discrimination complaint investigations, 
complaint reporting and the EEO Policy. 
 
 The Department of Probation did not demonstrate that the Director of Training/EEO Training 
Liaison completed training on EEO laws and procedures. Corrective Action Required. 
 
NOTE: Subsequent to the period, in October 2019, the Department of Probation provided 
documentation that demonstrated the Director of Training/EEO Training Liaison completed the DCAS 
EEO Awareness, Everybody Matters (Diversity and Inclusion), and LGBTQ: The Power of Inclusion 
computer-based trainings. 
  
23.  Ensure that the principal EEO Professional works cooperatively and closely with the General 
Counsel in the implementation of policies and procedures concerning EEO and sexual harassment. 
 
  An email dated May 15, 2018, noted that the principal EEO Professional and the General Counsel 
worked cooperatively to add materials to DOP's intranet related to sexual harassment. An email dated 
September 19, 2018 indicated that the principal EEO Professional and the General Counsel 
collaborated to assess workplace risk factors associated with sexual harassment (see § IV.19 for 
assessment details).  
  
NOTE: Subsequent to the period in review, in April 2019, the Assistant General Counsel (on behalf of 
the General Counsel's office) provided an external complaint summary to the principal EEO 
Professional via memorandum that the principal EEO Professional used to enter DOP's external 
complaint data into the DCAS EEO Complaint Database. 
  
24.  Assign the principal EEO Professional (or EEO-related designee) the responsibility to supervise 
the activities of EEO professionals, and ensure that: the policies against sexual harassment and 
complaint procedures are distributed/posted at all agency locations; employees/managers receive 
sexual harassment prevention training; EEO-related policies are made available in alternative formats 



 

 
Page 14 of 18 
Preliminary Determination:  Department of Probation  
 

(i.e., large print, audio recording and/or Braille) upon request; managers, supervisors and human 
resource professionals receive guidance on issues pertaining to sexual harassment; and allegations 
of sexual harassment are promptly investigated.   
 
  The principal EEO Professional's Task and Standards outlined the following responsibilities: 
"[a]ssist the Commissioner in implementing the City's EEO policies and standards; receive and 
address requests for reasonable accommodations recommending appropriate action to the 
Commissioner; receive and address EEO complaints through objective investigation and recommend 
appropriate action to the Commissioner; provide guidance to the Commissioner in submitting the 
agency's annual EEO Plan and in preparing and reviewing quarterly reports; work closely and 
cooperatively with the agency's General Counsel, the Human Resources and DCAS EEO; provide 
guidance and assistance to agency managers, supervisors in addressing issues related to equal 
employment opportunity; and ensures that appropriate EEO training is made available to all staff." 
Additionally, Section V.C of the EEO Policy established that the principal EEO Professional must, 
"investigate, and resolve discrimination complaints... provide guidance and assistance to agency 
managers, supervisors, and human resource professionals in addressing issues relating to equal 
employment opportunity... set training objectives that ensure all agency employees receive diversity 
and inclusion and EEO training... supervise the EEO-related activities of EEO counselors and 
investigators... ensure that the Policy, standards, and procedures are posted at each site where the 
agency conducts business; and ensure that the Policy, standards, and procedures are available in 
alternative formats...upon request by an employee or applicant." During the period in review, the 
principal EEO Professional ensured that the Department of Probation's policies against sexual 
harassment and discrimination complaint procedures were distributed and posted on the intranet 
(see § I.2 for further details); and coordinated with the EEO Training Liaison to ensure that all 
employees received sexual harassment prevention training via the DCAS Sexual Harassment 
Prevention computer-based training (see § II.3 for training details). The Department of Probation’s 
EEO Office organizational chart illustrated that the EEO Counselors reported to the principal EEO 
Professional for EEO-related activities. The Department of Probation reported that although there 
were no requests for policies in alternative formats during the period in review, EEO-related policies 
were available in large print and audio recording upon request to the principal EEO Professional. 
  
25.  Ensure that the principal EEO Professional reports directly to the agency head (or a direct report 
other than the General Counsel) in order to exercise the necessary authority and independent 
judgment to fulfill EEO responsibilities. 
 
  The Department of Probation's organizational chart identified the principal EEO Professional by 
name and title (Executive Assistant to the Commissioner/EEO Officer/Disability Rights Coordinator) 
and illustrated a direct reporting relationship between the principal EEO Professional and the 
Commissioner. Additionally, the Department of Probation's EEO Office organizational chart identified 
the principal EEO Professional by title (EEO Officer) and illustrated a direct reporting relationship 
between the principal EEO Professional and the Commissioner. 
  
26.  Maintain documentation regarding directives or decisions between the agency head (or a direct 
report other than the General Counsel) and the principal EEO Professional that impact the 
administration and operation of programs, policies or procedures concerning sexual harassment. 
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  Calendar invites documented that for the duration of the period in review, weekly meetings were 
held between the Commissioner and the principal EEO Professional. The Department of Probation 
reported that during the aforementioned weekly meetings the principal EEO Professional and the 
Commissioner communicated regarding EEO-related directives and decisions. 
  
 The Department of Probation did not demonstrate that during the period in review documentation 
was maintained regarding directives or decisions between the Commissioner (or a direct report other 
than the General Counsel) and the principal EEO Professional that impacted the administration and 
operation of programs, policies or procedures concerning sexual harassment. Corrective Action 
Required. 
 
NOTE: Subsequent to the period in review, in October 2019, the Department of Probation provided 
documentation that demonstrated the establishment of a secured electronic folder on DOP’s EEO 
shared drive to maintain minutes for the weekly meetings between the Commissioner and the 
principal EEO Professional. The Department of Probation reported that the folder will contain a weekly 
e-mail to file that captures any EEO-related communication (including directives and decisions that 
impact the administration and operation of DOP’s EEO program) between the Commissioner and the 
principal EEO Professional. The Department of Probation also provided minutes from a meeting held 
between the Commissioner and the principal EEO Professional in October 2019, however, the 
minutes did not pertain to directives or decisions that impacted the administration and operation of 
DOP’s programs, policies or procedures concerning sexual harassment. 
 
Corrective Action #4: Maintain documentation regarding directives or decisions between the agency 
head (or a direct report other than the General Counsel) and the principal EEO Professional that 
impact the administration and operation of programs, policies or procedures concerning sexual 
harassment. 
 

 
 

VI.  Responsibility for Implementation – Supervisors/Managers 
 

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

27.  Ensure that managers and supervisors are held accountable for enforcing the agency’s sexual 
harassment prevention policies and complaint procedures. Document this expectation and its 
implementation. 
 
  The expectation that managers and supervisors were held accountable for enforcing the 
Department of Probation's sexual harassment prevention policies and complaint procedures was 
documented in a memorandum issued by the principal EEO Professional (on the behalf of the 
Commissioner) to all staff via email on April 2, 2018, which stated, "[i]t is the duty and responsibility 
of all Department of Probation supervisors and managers to ensure compliance with the NYC Equal 
Employment Opportunity Plan and Harassment Policy. In accordance, every manager and supervisor 
is required to: Set the example within one's unit/division by providing a workplace free from 
discrimination and harassment. Promptly and simultaneously report to one's immediate supervisor 
and the agency's Diversity and EEO Officer any possible violation of these policies. Encourage 
subordinates to consult with and meet with the Diversity and EEO Officer at the earliest practical 
time. Educate subordinates of their responsibilities under these policies and the consequences of 
violating them." The Department of Probation's Sexual Harassment Policy Statement, issued in May 
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2018 to all staff via email, declared that "[m]anagers, supervisors and human resources personnel 
must promptly notify the agency EEO Officer in writing, either via email or a memorandum, if they 
receive a complaint alleging sexual harassment or if they observe, learn about, or suspect that any 
violation of the Policy has occurred. Managers and supervisors should encourage subordinates to 
consult with the EEO Officer." Additionally, the Department of Probation utilized a managerial 
performance evaluation form during the period in review that contained a section entitled, Position 
Responsibilities & Performance Expectations, where managers were rated on the implementation of 
the aforementioned expectations (see § VI.28). 
  
28.  Ensure the managerial performance evaluation form contains a rating for EEO (which covers 
responsibilities and processes for assuring their ability to make employment decisions based on 
merit and equal consideration, or treat others in an equitable and impartial manner). 
 
  The Position Responsibilities & Performance Expectations and Managerial Responsibilities and 
Performance Expectations sections of the Department of Probation's managerial performance form 
utilized for the duration of the period in review included an EEO accountability component. In the 
Position Responsibilities & Performance Expectations section, managers were rated on the following: 
"[m]aintains a non-discriminatory work environment. Consults with the EEO Office for guidance 
and/or assistance in handling EEO related issues. Promptly reports alleged discrimination to the EEO 
Officer and documents EEO related incidents in a timely manner. Supports the agency's EEO policies 
and cooperates with the investigation and resolution of EEO complaints... Assists with the 
dissemination, display and review of the agency's EEO polices and procedures. Provides staff with 
information about the EEO Policy and EEO forms upon request. Refers staff to the EEO Office, as 
appropriate. Prominently displays copies of the agency's anti-discrimination and sexual harassment 
policy statements in the workplace. Holds documented meetings with staff, at least once a year to 
discuss the agency's anti-discrimination policies and the discrimination complaint procedures. 
Forwards a copy of the attendance sheet to the EEO Officer. Attends scheduled EEO training and 
encourages staff attendance at in-house EEO training sessions...  Provides input to ensure that 
recruitment activities are considered fairly and in compliance with the agency's policy. Consults with 
the Office of Human Resources and EEO Officer concerning the recruitment of staff to promote and 
maintain a diverse workforce. Ensures the timely and objective completion of all personnel 
Recruitment logs and forwards them to the Human Resources and EEO Office." The Managerial 
Responsibilities and Performance Expectations section contained a segment entitled Utilizing Human 
Resources which stated, "[t]his accountability area covers responsibilities and processes for assuring 
that people are appropriately employed, effectively and efficiently utilized, and dealt with in a fair and 
equitable manner." 
  

 
 
 

VII.  Reporting Standard for Agency Head 
 

Determination:  The agency is required to comply with the standards for this subject area.   
 

29.  Submit to the EEPC an Annual Plan of measures and programs to provide equal employment 
opportunity, and quarterly reports on efforts to implement the Plan within 30 days following each 
quarter. Include a breakout of sexual harassment complaint activity in each quarterly report. 
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  The Department of Probation submitted to the EEPC its Annual Diversity and EEO Plans of 
measures and programs to provide equal employment opportunity for FY 2017, FY 2018, and FY 
2019; as well as Agency Quarterly Reports on efforts to implement those plans for all quarters of the 
period in review (quarters 3 and 4 of FY 2017, all quarters of FY 2018, and quarters 1 and 2 of FY 
2019). Additionally, the Department of Probation submitted a breakout of complaint activity with its 
Agency Quarterly Report for quarter 3 of FY 2018. 
  
  The Department of Probation did not submit a breakout of sexual harassment complaint activity 
with the Agency Quarterly Reports for quarters 3 and 4 of FY 2017, quarters 1, 2 and 4 of FY 2018, 
and quarters 1 and 2 of FY 2019. Corrective Action Required. 
  
NOTE: Subsequent to the period in review, in May 2019, the Department of Probation submitted a 
breakout of complaint activity for quarters 3 and 4 of FY 2017, quarters 1 and 4 of FY 2018, and 
quarters 1 and 2 of FY 2019 to the EEPC. In October 2019, the Department of Probation submitted a 
breakout of complaint activity for quarter 2 of FY 2018. 
 
30.  Upon the EEPC’s determination that the entity does not require further review or monitoring: 
Distribute a memorandum signed by the agency head that re-emphasizes the commitment of agency 
administrators to the EEO program, including the prevention of sexual harassment, and informs 
employees of any changes to the agency's employment practices as a result of the EEPC’s 
audit/monitoring. This final action is required to conclude the audit and monitoring process. 
 
Final Action: Upon the EEPC’s determination that the entity does not require further review or 
monitoring: Distribute a memorandum signed by the agency head that re-emphasizes the 
commitment of agency administrators to the EEO program, including the prevention of sexual 
harassment, and informs employees of any changes to the agency's employment practices as a result 
of the EEPC’s audit/monitoring. This final action is required to conclude the audit and monitoring 
process. 

 
 
 
 
 
 
 

Summary of Corrective Actions: 
 
The Department of Probation has 5 required corrective action(s) at this time.  This includes the 
aforementioned final action. 
 
Conclusion 
 
Pursuant to Charter Chapter 36, the Department of Probation has the option to respond to this Preliminary 
Determination, but must respond to our Final Determination if corrective action is required.  Any response 
must be signed by the agency head and submitted to the EEPC’s Executive Director. 
 
Optional Response to Preliminary Determination: If submitted, the Department of Probation’s optional 
response to the EEPC’s Executive Director should indicate, with attached documentation, what steps have 
been or will be taken to correct outstanding areas of non-compliance, and must be received in our office 





Appendix – 1 

Department of Probation 
 

CEEDS Report: Work Force Composition Summary  
2nd Quarter Fiscal Year 2019 

(End of Audit Period) 
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    AGENCY CODE     :  781  DEPARTMENT OF PROBATION
    EEO JOB GROUP   :  001  ADMINISTRATORS
                                  ----------------- MALE -----------------   ---------------- FEMALE ----------------
TITLE TITLE                                             ASIAN  AM IND  UN-                        ASIAN  AM IND  UN-          TOTAL
CODE  DESCRIPTION                  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  OTHER  EMP
----- --------------------------  ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------

06185 DEPUTY DIRECTOR OF PROBATI       0      0      0      0      0      0      0      1      0      0      0      0      0      1
30147 COUNSEL (DEPARTMENT OF PRO       0      1      0      0      0      0      0      0      0      0      0      0      0      1
94325 DIRECTOR OF PROBATION            0      0      0      0      0      0      0      0      1      0      0      0      0      1

    EEO JOB GROUP TOTAL.....:          0      1      0      0      0      0      0      1      1      0      0      0      0      3
                                    0.01  33.33   0.00   0.00   0.00   0.00   0.00  33.33  33.33   0.00   0.00   0.00   0.00 100.00

    AGENCY CODE     :  781  DEPARTMENT OF PROBATION
    EEO JOB GROUP   :  002  MANAGERS
                                  ----------------- MALE -----------------   ---------------- FEMALE ----------------
TITLE TITLE                                             ASIAN  AM IND  UN-                        ASIAN  AM IND  UN-          TOTAL
CODE  DESCRIPTION                  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  OTHER  EMP
----- --------------------------  ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------
05085 EXECUTIVE DIRECTOR OF ADMI       1      0      0      0      0      0      0      0      0      0      0      0      0      1
10026 ADMINISTRATIVE STAFF ANALY       2      0      0      0      0      0      1      1      0      0      0      0      0      4
10029 ADMINISTRATIVE PROBATION O       9      6      2      0      0      0      6     16      6      0      0      0      0     45
10033 ADMINISTRATIVE PUBLIC INFO       0      0      0      0      0      0      1      1      0      0      0      0      0      2
10056 ADMINISTRATIVE DIRECTOR OF       0      1      0      0      0      0      0      0      0      0      0      0      0      1
10095 ADMINISTRATIVE CONTRACT SP       0      0      0      0      0      0      2      0      0      0      0      0      0      2
13377 EXECUTIVE PROGRAM SPECIALI       1      0      0      0      0      0      0      0      0      0      0      0      0      1
51875 DEPUTY DIRECTOR OF PROBATI       0      0      0      0      0      0      0      1      0      0      0      0      0      1
6087A PRESS OFFICER (MA); MANAGE       1      0      0      0      0      0      0      0      0      0      0      0      0      1
82950 AGENCY CHIEF CONTRACTING O       0      0      0      0      0      0      1      0      0      0      0      0      0      1
82976 ADMINISTRATIVE PROCUREMENT       0      0      0      1      0      0      0      0      0      0      0      0      0      1
95005 EXECUTIVE AGENCY COUNSEL         0      0      0      0      0      0      4      0      0      1      0      0      0      5

    EEO JOB GROUP TOTAL.....:         14      7      2      1      0      0     15     19      6      1      0      0      0     65
                                   21.53  10.77   3.08   1.54   0.00   0.00  23.08  29.23   9.23   1.54   0.00   0.00   0.00 100.00

    AGENCY CODE     :  781  DEPARTMENT OF PROBATION
    EEO JOB GROUP   :  003  MANAGEMENT SPECIALISTS
                                  ----------------- MALE -----------------   ---------------- FEMALE ----------------
TITLE TITLE                                             ASIAN  AM IND  UN-                        ASIAN  AM IND  UN-          TOTAL
CODE  DESCRIPTION                  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  OTHER  EMP
----- --------------------------  ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------
1002A ADMINISTRATIVE STAFF ANALY       3      0      0      0      0      0      0      0      0      0      0      1      0      4
1002C ADMINISTRATIVE MANAGER NON       0      2      0      0      0      0      0      8      2      0      0      0      0     12
1002D ADMINISTRATIVE STAFF ANALY       0      0      0      0      0      0      0      0      0      1      0      0      0      1
1003D ADMINISTRATIVE SPACE ANALY       0      0      0      0      0      0      1      0      0      0      0      0      0      1
1009A ADMINISTRATIVE CONTRACT SP       0      0      0      0      0      0      0      0      0      1      0      0      0      1
12158 PROCUREMENT ANALYST              0      0      0      0      0      0      0      1      0      0      0      0      0      1
12626 STAFF ANALYST                    1      1      0      1      0      0      0      3      0      0      0      1      0      7
13406 STRATEGIC INITIATIVE SPECI       0      0      0      0      0      0      0      1      0      0      0      0      0      1



RUN DATE:  01/07/19              NEW YORK CITY DEPARTMENT OF CITYWIDE ADMINISTRATIVE SERVICES                PAGE:     177
RUN TIME:  08:09:34.5                 CITYWIDE EQUAL EMPLOYMENT DATABASE SYSTEM (CEEDS)                    REPORT:  EBEPR210
                                               WORK FORCE COMPOSITION SUMMARY
              QUARTER 2  YEAR  2019     AGENCY 781  DEPARTMENT OF PROBATION

    EEO JOB GROUP TOTAL.....:          4      3      0      1      0      0      1     13      2      2      0      2      0     28
                                   14.30  10.71   0.00   3.57   0.00   0.00   3.57  46.43   7.14   7.14   0.00   7.14   0.00 100.00

    AGENCY CODE     :  781  DEPARTMENT OF PROBATION
    EEO JOB GROUP   :  004  SCIENCE PROFESSIONALS
                                  ----------------- MALE -----------------   ---------------- FEMALE ----------------
TITLE TITLE                                             ASIAN  AM IND  UN-                        ASIAN  AM IND  UN-          TOTAL
CODE  DESCRIPTION                  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  OTHER  EMP
----- --------------------------  ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------
13632 COMPUTER SPECIALIST (SOFTW       0      0      2      0      0      0      1      0      2      0      0      0      0      5
13652 CERTIFIED IT ADMINISTRATOR       1      0      0      0      0      0      0      0      0      0      0      0      0      1
21744 CITY RESEARCH SCIENTIST (A       0      1      0      0      0      0      3      0      0      0      0      0      0      4

    EEO JOB GROUP TOTAL.....:          1      1      2      0      0      0      4      0      2      0      0      0      0     10
                                   10.00  10.00  20.00   0.00   0.00   0.00  40.00   0.00  20.00   0.00   0.00   0.00   0.00 100.00

    AGENCY CODE     :  781  DEPARTMENT OF PROBATION
    EEO JOB GROUP   :  007  SOCIAL WORKERS
                                  ----------------- MALE -----------------   ---------------- FEMALE ----------------
TITLE TITLE                                             ASIAN  AM IND  UN-                        ASIAN  AM IND  UN-          TOTAL
CODE  DESCRIPTION                  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  OTHER  EMP
----- --------------------------  ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------
51638 SENIOR CONSULTANT (PUBLIC        0      0      0      0      0      0      0      2      0      0      0      0      0      2
51800 PROBATION ASSISTANT              0      3      0      0      0      0      0      4      1      0      0      0      0      8
51801 PROBATION OFFICER TRAINEE        0      5      1      0      0      0      1      7      4      1      0      0      0     19
51810 PROBATION OFFICER               24    131     43      8      1      1     33    328     65      5      4      7      0    650
51860 SUPERVISING PROBATION OFFI      17     24      9      4      0      0     17     72     13      3      2      1      0    162
52632 SUPERVISOR II (SOCIAL WORK       0      0      0      0      0      0      0      1      0      0      0      0      0      1

    EEO JOB GROUP TOTAL.....:         41    163     53     12      1      1     51    414     83      9      6      8      0    842
                                    4.86  19.36   6.29   1.43   0.12   0.12   6.06  49.17   9.86   1.07   0.71   0.95   0.00 100.00

    AGENCY CODE     :  781  DEPARTMENT OF PROBATION
    EEO JOB GROUP   :  008  LAWYERS
                                  ----------------- MALE -----------------   ---------------- FEMALE ----------------
TITLE TITLE                                             ASIAN  AM IND  UN-                        ASIAN  AM IND  UN-          TOTAL
CODE  DESCRIPTION                  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  OTHER  EMP
----- --------------------------  ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------
30085 *ATTORNEY AT LAW                 2      0      0      0      0      0      0      1      0      0      0      0      0      3
30087 AGENCY ATTORNEY                  0      0      0      2      0      0      2      2      0      0      0      0      0      6

    EEO JOB GROUP TOTAL.....:          2      0      0      2      0      0      2      3      0      0      0      0      0      9
                                   22.23   0.00   0.00  22.22   0.00   0.00  22.22  33.33   0.00   0.00   0.00   0.00   0.00 100.00

    AGENCY CODE     :  781  DEPARTMENT OF PROBATION
    EEO JOB GROUP   :  009  PUBLIC RELATIONS
                                  ----------------- MALE -----------------   ---------------- FEMALE ----------------
TITLE TITLE                                             ASIAN  AM IND  UN-                        ASIAN  AM IND  UN-          TOTAL
CODE  DESCRIPTION                  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  OTHER  EMP
----- --------------------------  ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------
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1000D ADMINISTRATIVE GRAPHIC ART       1      0      0      0      0      0      0      0      0      0      0      0      0      1

    EEO JOB GROUP TOTAL.....:          1      0      0      0      0      0      0      0      0      0      0      0      0      1
                                  100.00   0.00   0.00   0.00   0.00   0.00   0.00   0.00   0.00   0.00   0.00   0.00   0.00 100.00

    AGENCY CODE     :  781  DEPARTMENT OF PROBATION
    EEO JOB GROUP   :  010  TECHNICIANS
                                  ----------------- MALE -----------------   ---------------- FEMALE ----------------
TITLE TITLE                                             ASIAN  AM IND  UN-                        ASIAN  AM IND  UN-          TOTAL
CODE  DESCRIPTION                  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  OTHER  EMP
----- --------------------------  ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------
13615 COMPUTER SERVICE TECHNICIA       0      0      2      0      0      0      0      0      0      0      0      0      0      2
13616 SUPERVISING COMPUTER SERVI       0      0      0      0      0      0      0      0      1      0      0      0      0      1

    EEO JOB GROUP TOTAL.....:          0      0      2      0      0      0      0      0      1      0      0      0      0      3
                                    0.00   0.00  66.67   0.00   0.00   0.00   0.00   0.00  33.33   0.00   0.00   0.00   0.00 100.00

    AGENCY CODE     :  781  DEPARTMENT OF PROBATION
    EEO JOB GROUP   :  012  CLERICAL SUPERVISORS
                                  ----------------- MALE -----------------   ---------------- FEMALE ----------------
TITLE TITLE                                             ASIAN  AM IND  UN-                        ASIAN  AM IND  UN-          TOTAL
CODE  DESCRIPTION                  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  OTHER  EMP
----- --------------------------  ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------
10124 PRINCIPAL ADMINISTRATIVE A       0      1      1      0      0      0      3     21      4      0      0      0      0     30

    EEO JOB GROUP TOTAL.....:          0      1      1      0      0      0      3     21      4      0      0      0      0     30
                                    0.01   3.33   3.33   0.00   0.00   0.00  10.00  70.00  13.33   0.00   0.00   0.00   0.00 100.00

    AGENCY CODE     :  781  DEPARTMENT OF PROBATION
    EEO JOB GROUP   :  013  CLERICAL
                                  ----------------- MALE -----------------   ---------------- FEMALE ----------------
TITLE TITLE                                             ASIAN  AM IND  UN-                        ASIAN  AM IND  UN-          TOTAL
CODE  DESCRIPTION                  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  OTHER  EMP
----- --------------------------  ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------
10251 CLERICAL ASSOCIATE               0      1      0      1      0      0      4     26      2      1      0      1      0     36
10252 SECRETARY                        0      0      0      1      0      0      1     21      2      1      0      1      0     27
12200 STOCK WORKER                     1      0      0      0      0      0      0      0      0      0      0      0      0      1
40526 BOOKKEEPER                       1      0      0      0      0      0      0      0      0      0      0      0      0      1

    EEO JOB GROUP TOTAL.....:          2      1      0      2      0      0      5     47      4      2      0      2      0     65
                                    3.07   1.54   0.00   3.08   0.00   0.00   7.69  72.31   6.15   3.08   0.00   3.08   0.00 100.00

    AGENCY CODE     :  781  DEPARTMENT OF PROBATION
    EEO JOB GROUP   :  021  HEALTH SERVICES
                                  ----------------- MALE -----------------   ---------------- FEMALE ----------------
TITLE TITLE                                             ASIAN  AM IND  UN-                        ASIAN  AM IND  UN-          TOTAL
CODE  DESCRIPTION                  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  OTHER  EMP
----- --------------------------  ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------
51263 SENIOR MENTAL HEALTH WORKE       0      0      0      0      0      0      0      5      0      1      0      1      0      7
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    EEO JOB GROUP TOTAL.....:          0      0      0      0      0      0      0      5      0      1      0      1      0      7
                                    0.01   0.00   0.00   0.00   0.00   0.00   0.00  71.43   0.00  14.29   0.00  14.29   0.00 100.00

    AGENCY CODE     :  781  DEPARTMENT OF PROBATION
    EEO JOB GROUP   :  022  BUILDING SERVICES
                                  ----------------- MALE -----------------   ---------------- FEMALE ----------------
TITLE TITLE                                             ASIAN  AM IND  UN-                        ASIAN  AM IND  UN-          TOTAL
CODE  DESCRIPTION                  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  OTHER  EMP
----- --------------------------  ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------
80609 CUSTODIAN                        1      0      0      0      0      0      0      0      0      0      0      0      0      1

    EEO JOB GROUP TOTAL.....:          1      0      0      0      0      0      0      0      0      0      0      0      0      1
                                  100.00   0.00   0.00   0.00   0.00   0.00   0.00   0.00   0.00   0.00   0.00   0.00   0.00 100.00

    AGENCY CODE     :  781  DEPARTMENT OF PROBATION
    EEO JOB GROUP   :  023  PERSONAL SERVICES
                                  ----------------- MALE -----------------   ---------------- FEMALE ----------------
TITLE TITLE                                             ASIAN  AM IND  UN-                        ASIAN  AM IND  UN-          TOTAL
CODE  DESCRIPTION                  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  OTHER  EMP
----- --------------------------  ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------
90647 CITY ATTENDANT                   0      0      1      0      0      0      0      0      0      0      0      0      0      1

    EEO JOB GROUP TOTAL.....:          0      0      1      0      0      0      0      0      0      0      0      0      0      1
                                    0.00   0.00 100.00   0.00   0.00   0.00   0.00   0.00   0.00   0.00   0.00   0.00   0.00 100.00

    AGENCY CODE     :  781  DEPARTMENT OF PROBATION
    EEO JOB GROUP   :  028  LABORERS
                                  ----------------- MALE -----------------   ---------------- FEMALE ----------------
TITLE TITLE                                             ASIAN  AM IND  UN-                        ASIAN  AM IND  UN-          TOTAL
CODE  DESCRIPTION                  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  OTHER  EMP
----- --------------------------  ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------
90702 CITY LABORER                     0      1      0      1      0      0      0      0      0      0      0      0      0      2

    EEO JOB GROUP TOTAL.....:          0      1      0      1      0      0      0      0      0      0      0      0      0      2
                                    0.00  50.00   0.00  50.00   0.00   0.00   0.00   0.00   0.00   0.00   0.00   0.00   0.00 100.00

    AGENCY CODE     :  781  DEPARTMENT OF PROBATION
    EEO JOB GROUP   :  031  PARA PROFESSIONAL OCCUPATIONS
                                  ----------------- MALE -----------------   ---------------- FEMALE ----------------
TITLE TITLE                                             ASIAN  AM IND  UN-                        ASIAN  AM IND  UN-          TOTAL
CODE  DESCRIPTION                  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  WHITE  BLACK  HISPN  PACIS  ALASK  KNOWN  OTHER  EMP
----- --------------------------  ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------ ------
10209 COLLEGE AIDE                     0      0      1      0      0      0      1      2      2      0      0      0      0      6
10232 SUMMER GRADUATE INTERN           0      0      0      0      0      0      0      0      0      1      0      0      0      1
10234 SUMMER COLLEGE INTERNE (AL       0      0      0      0      0      0      0      2      0      0      0      0      0      2
52406 COMMUNITY SERVICE AIDE           0      5      3      1      0      0      1      5      7      1      0      1      0     24
56057 COMMUNITY ASSOCIATE              0      6      9      1      0      0      0     11      4      0      0      0      0     31
56058 COMMUNITY COORDINATOR            2      2      1      0      0      1      2      5      2      0      0      0      0     15
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    EEO JOB GROUP TOTAL.....:          2     13     14      2      0      1      4     25     15      2      0      1      0     79
                                    2.52  16.46  17.72   2.53   0.00   1.27   5.06  31.65  18.99   2.53   0.00   1.27   0.00 100.00

-----------------------------------------------------------------------------------------------------------------------------------

    AGENCY TOTAL............:         68    191     75     21      1      2     85    548    118     17      6     14      0   1146
                                    5.94  16.67   6.54   1.83   0.09   0.17   7.42  47.82  10.30   1.48   0.52   1.22   0.00 100.00
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SEXUAL HARASSMENT POLICY STATEMENT 
 

The City of New York is an equal opportunity employer.  The City’s Equal Employment 
Opportunity (“EEO”) Policy prohibits employment discrimination based on race, creed, color, 
national origin, gender, disability, marital status, partnership status, caregiver status, sexual 
orientation, uniformed service or alienage or citizenship. Every City employee – paid or unpaid, 
permanent or temporary, managerial or non-managerial -- is protected from unlawful 
discrimination by the EEO policy and by federal, state, and local anti-discrimination laws.  The 
EEO Policy and anti-discrimination laws protect those who seek to work for the City, as well. 
 
Sexual harassment is a form of employment discrimination prohibited by the EEO Policy and 
law.  All NYC Department of Probation employees should be familiar with the EEO Policy’s 
protections against sexual harassment. The EEO Policy incorporates the protection provided by 
federal, state and local laws and implements them by providing for disciplinary sanctions to be 
imposed on employees who engage in sexual harassment.  
 
Federal guidelines define sexual harassment as “unwelcome sexual advances, requests for 
sexual favors, and other verbal or physical conduct of a sexual nature . . . when: 1) submission 
to the conduct is made either explicitly or implicitly a term or condition of an individual's 
employment; 2) submission to or rejection of such conduct by an individual is used as the basis 
for employment decisions affecting such individual; or 3) such conduct has the purpose or 
effect of unreasonably interfering with an individual's work performance or creating an 
intimidating, hostile, or offensive working environment.”  Under the New York City Human 
Rights Law, verbal or physical conduct that treats a person “less well” because of gender is 
unlawful. 
 
Sexual harassment may involve individuals of the same or different genders. A broad range of 
conduct by supervisors and co-workers may constitute sexual harassment, including, but not 
limited to, making remarks or gestures or displaying pictures that are sexually suggestive; 
engaging in verbal banter, abuse or harassment of a sexual nature; requesting -- directly or 
subtly -- sexual favors; and subjecting another person to unwelcome touching, patting, pinching 
or other contact.  
 
Sexual harassment is strictly prohibited. Employees who violate this policy are subject to 
discipline, including termination.  Persons who violate this policy may also be subject to civil 
damages or criminal penalties. 
 
The City’s policy prohibiting sexual harassment does not forbid consensual social relationships 
between employees. But it does prohibit gender-based conduct that is unwanted or creates an 
intimidating and hostile work environment.  
  
Managers, supervisors and human resources personnel must promptly notify the agency EEO 
Officer in writing, either via email or a memorandum, if they receive a complaint alleging sexual 
harassment or if they observe, learn about, or suspect that any violation of the Policy has 
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occurred.  Managers and supervisors should encourage subordinates to consult with the EEO 
Officer.  
 
The NYC Department of Probation urges anyone covered by the NYC EEO Policy who believes 
he or she has been subjected to sexual harassment or any unwelcome sexual attention to 
report the conduct to a supervisor or manager or to the agency EEO Officer, who is Phyllis R. 
DeLisio, who may be contacted at 212-510-3740.   Attached also is a list of the agency’s EEO 
Counselors and how they may be contacted.  It is important to report all concerns about sexual 
harassment or inappropriate sexual conduct to the EEO Officer or a supervisor or manager as 
soon as possible.  
 
Complaints of sexual harassment will be handled under the New York City Equal Employment 
Opportunity Policy and Procedures. See links below: 
 

1. EEO Policy  -  http://www.nyc.gov/html/dcas/html/about/eeopol.shtml. 
 
2. About EEO Handbook (companion booklet to the EEO Policy)  

http://www.nyc.gov/html/dcas/html/about/eeo_booklet.shtml 
 

3. EEO Complaint Procedural Guidelines 
http://www.nyc.gov/html/dcas/downloads/pdf/misc/eeo_discriminationcomplaintproc
edures.pdf 
 

All inquiries, complaints and investigations are treated confidentially. Information is revealed 
strictly on a need-to-know basis. Information contained in a formal complaint is kept as 
confidential as possible.  
 
No employee may retaliate against or harass any person for filing a complaint or cooperating in 
the investigation of the complaint.  Retaliation or harassment is unlawful and subject to 
disciplinary action. 
 
        
        ________________________ 
        
        Ana. M. Bermúdez 
        Commissioner 
        5/8/18 
 
 
 
 
 
 
 

http://www.nyc.gov/html/dcas/html/about/eeopol.shtml
http://www.nyc.gov/html/dcas/html/about/eeo_booklet.shtml
http://www.nyc.gov/html/dcas/downloads/pdf/misc/eeo_discriminationcomplaintprocedures.pdf
http://www.nyc.gov/html/dcas/downloads/pdf/misc/eeo_discriminationcomplaintprocedures.pdf
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Addendum to 
Equal Employment Opportunity Policy 

Standards and Procedures to be Utilized by City Agencies (2014) 
 
The Equal Employment Opportunity Policy is hereby amended to include the protected 
category, “familial status.”  A prior addendum in 2016, superseded by this addendum, added 
the categories “caregiver status” and “consumer credit history.”  With the additional category 
(highlighted below), Section I of the Equal Employment Opportunity Policy, page 2, reads as 
follows: 
 

The City of New York is an equal opportunity employer and prohibits discriminatory 
employment actions against and treatment of City employees and applicants for employment 
based on actual or perceived race, color, national origin, alienage or citizenship status, religion 
or creed, gender (including “gender identity” -- which refers to a person’s actual or perceived sex, 
and includes self-image, appearance, behavior or expression, whether or not different from 
that traditionally associated with the legal sex assigned to the person at birth), disability, age (18 
and over), military status, prior record of arrest or conviction, marital status, partnership status, 
caregiver status,1 genetic information or predisposing genetic characteristic, sexual orientation, 
status as a victim or witness of domestic violence, sex offenses or stalking, unemployment status, 
consumer credit history,2 and familial status.3 
 
 
 
 
 
October 25, 2017   

                                                            
1 The protected category of “caregiver status” was added to the New York City’s Human Rights Law on January 5, 
2016, and took effect on May 4, 2016. A caregiver is defined as a person who provides direct and ongoing care for 
a minor child (under the age of 18) or a care recipient. A “care recipient” is defined as a person with a disability 
who is either a covered relative, or a person who resides in the caregiver’s household and who relies on the 
caregiver for medical care or to meet the needs of daily living. A covered relative is defined as a caregiver’s child, 
spouse, domestic partner, parent, sibling, grandchild or grandparent, or the child or parent of the caregiver’s 
spouse or domestic partner, or any other individual in a familial relationship with the caregiver as designated by 
the rules of the New York City Commission on Human Rights. 
 
2 “Consumer credit history” was added as a protected category to the New York City Human Rights Law on May 6, 
2015 and went into effect on September 3, 2015. Certain positions are exempt, such as police officers and peace 
officers. The New York City Commission on Human Rights has issued interpretative guidance (available on its 
website) on this law. 
 
3 “Familial status” was added as a protected category in employment to the New York State Human Rights Law on 
October 21, 2015 and went into effect on January 19, 2016.  “Familial status” is defined as (a) any person who is 
pregnant, or has a child or is in the process of securing legal custody of any individual who has not attained 
eighteen years of age, or (b) one or more individuals (who have not attained eighteen years of age) being 
domiciled with (1) a parent or another person having legal custody of such individual or individuals, or (2) the 
designee of such parent. 
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BY MAIL AND EMAIL 

 

November 13, 2019 

 

 

Ana M. Bermudez   

Commissioner 

Department of Probation 

33 Beaver Street, 23rd Floor 

New York, NY 10004 

 

 

Re: Resolution #2019AP/235-781-(2019) 

 Department of Probation 

         Evaluation of Sexual Harassment Prevention and Response Practices 

         Audit Period: January 1, 2017 to December 31, 2018 

         Determination: FINAL 

 

Dear Commissioner Bermudez: 

 

On behalf of the members of the Equal Employment Practices Commission 

(EEPC), thank you for the continued cooperation extended to our staff. This 

document serves as a follow-up evaluation and Final Determination to the 

following:  

 

Preliminary Determination Issued on: November 6, 2019 

Response Received: November 12, 2019 

 

Purpose 

Chapter 35, Sections 815(a)(15) and (19) of the New York City Charter 

(Charter) calls for agency heads to ensure and promote equal opportunity 

for all persons in appointment, payment of wages, development, and 

advancement, and to establish measures and programs to ensure a fair and 

effective affirmative employment plan to provide equal employment 

opportunity (EEO) for minority group members and women.  

 

Charter Chapter 36, Sections 830(a) and 831(d)(2) and (5) authorize the 

EEPC to audit, review, evaluate, and monitor the employment practices, 

procedures, and programs of city agencies and other municipal entities, 

hereinafter “entities,” and their efforts to ensure fair and effective EEO for 

women and minority employees and applicants. Charter Sections 831(d)(2) 

and 832(c) authorize the EEPC to make a determination that any plan, 

program, procedure, approach, measure, or standard does not provide 

equal employment opportunity, require appropriate corrective action, and 

 

Sasha Neha Ahuja 

Chair 

 

Angela Cabrera 

Malini Cadambi Daniel 

Elaine S. Reiss, Esq. 

Arva R. Rice  

Commissioners  

 

Charise L. Terry 

Executive Director  

 

Jennifer Shaw, Esq. 

Executive Agency Counsel/ 

Director of Compliance  

 

253 Broadway  

Suite 602 

New York, NY 10007 

 

212. 615. 8939 tel.  

212. 676.2724 fax 
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monitor the implementation of the corrective action prescribed.  The attachment contains the 

EEPC’s final determination regarding the audit, review, and evaluation of the Department of 

Probation’s Sexual Harassment Prevention and Response Practices. 

 

As the Department of Probation falls within the EEPC’s purview under Charter Chapter 36, Section 

831(a), the EEPC is authorized to review, evaluate, and monitor the coordination and 

implementation of its affirmative employment programs of EEO and related practices. As indicated 

in our Preliminary Determination, the EEPC has adopted uniform standards1 to this end. The 

purpose of this Final Determination, as authorized by Charter Chapter 36, Section 832(c), is to 

determine the sufficiency of the Department of Probation’s actions taken or planned thus far to 

correct areas of non-compliance identified in the EEPC’s Preliminary Determination. Further, 

Chapter 36, Section 832(c) requires that: (1) the EEPC assign a compliance-monitoring period of up 

to six (6) months to monitor efforts taken to eliminate areas of non-compliance, if any; and (2) the 

agency respond in thirty (30) days and submit a report each month during this period on the 

progress of efforts taken to correct outstanding areas of non-compliance. 

 

Next Steps 

The assigned compliance-monitoring period is: December 1, 2019 to May 31, 2020.  Correcting all 

outstanding areas of non-compliance without delay is highly encouraged and will serve to shorten 

this period. 

 

If corrective actions remain: Corrective actions will be listed under the Monitoring Required section 

of the attached Final Determination. The EEPC requires that the agency head submit a signed 

response to this Final Determination. The signed response should indicate what steps the 

Department of Probation has taken, or will take, to correct outstanding areas of non-compliance 

during the designated compliance-monitoring period.  The Department of Probation will be 

monitored monthly until all outstanding areas of non-compliance have been sufficiently corrected.  

The Department of Probation is required to submit documentation that supports the 

implementation of each corrective action via TeamCentral, the EEPC’s Automated Compliance-

Monitoring System.  Instruction on how to access and navigate TeamCentral is attached.  
 
Final Memorandum:  Upon the Department of Probation’s implementation of the final corrective 

action, if any, the EEPC requires that the Department of Probation submit a final memorandum, 

signed by the agency head, that recognizes the EEPC’s audit and reiterates commitment to equal 

employment practices.  Upon receipt of this final memorandum, the EEPC will issue a Determination 

of Compliance. 

  

If no corrective actions remain: In lieu of a response to this Final Determination, the Department of 

Probation must submit a final memorandum (See Next Steps, Final Memorandum).  Upon the 

EEPC’s receipt of the final memorandum, the Department of Probation will be exempt from the 

abovementioned compliance-monitoring period. 

 

 

 

                                                           
1 The EEPC’s uniform standards for auditing municipal entities and minimum standards for auditing community boards (collectively “Standards”) are founded upon, and 

consistent with, federal, state, and local laws and regulations, and policies and procedures, including, but not limited to, the City of New York’s Equal Employment 

Opportunity Policy, Standards and Procedures to be Utilized by City Agencies 2014;  New York City Human Rights Law (NYC Administrative Code 8); New York State Human 

Rights Law (New York Executive Law, Article 15); New York State Civil Service Law §55-a; and the equal employment opportunity requirements of the New York City Charter. 



 

 
Page 3 of 6 

Final Determination: Department of Probation 

  

Conclusion 

 

This is the EEPC’s Final Determination. Questions regarding next steps may be addressed to 

Jennifer Shaw, Esq., Executive Agency Counsel/Director of Compliance at jshaw@eepc.nyc.gov or 

212-615-8942. 

 

Thank you and your staff for your continued cooperation.   

 

Sincerely,  

 

 

Charise L. Terry 

Executive Director 

 

c:  Phyllis DeLisio, Principal EEO Professional, Department of Probation 

 

Enclosed:  TeamCentral Agency Manual 

mailto:jshaw@eepc.nyc.gov
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FINAL DETERMINATION 

A response indicating progress of Department of Probation’s efforts to correct outstanding areas of non-

compliance, with supporting documentation, is due within 30 days. 

 

The Equal Employment Practices Commission’s findings and corrective actions required to remedy areas of 

non-compliance are based on the audit methodology, which included collection and analysis of the 

documents, records, and data provided; the EEPC’s Preliminary Interview Questionnaires (PIQs) for EEO 

professionals and others involved in EEO program administration; and, if applicable, the EEPC Employee 

Survey; the EEPC Supervisor/Manager Survey; the Annual EEO Plans and Quarterly EEO Reports of the 

audited entity; and workforce data from the Citywide Equal Employment Database System.  Additional 

research and follow-up discussions or interviews were conducted as appropriate. 

 

After reviewing the optional response2 (if applicable) to the EEPC’s Preliminary Determination, our Final 

Determination is as follows: 

 

 

Agree 

 

Regarding your responses to the following EEPC required corrective actions, we Agree based on 

documentation that is attached to your response. 

 

 

Corrective Action #1: Issue a conclusive report within 90 days of the date the complaint was filed. Commence 

an investigation immediately if allegations raised sufficiently warrant an investigation.  

 

Agency Response: 

"I have met with the agency's EEO Officer today and have reviewed the recommended corrective actions 

established by the audit findings. Attached please find: Notes from today's meeting. A directive given to the 

EEO Officer to implement the corrections cited in the preliminary determination. A redacted EEO complaint 

investigation completed after the audit period." 

 

EEPC Response: The EEPC recognizes the Department of Probation's commitment to implementing 

Corrective Action #1. The EEPC accepts the directive from the Department of Probation's agency head to the 

principal EEO Professional regarding implementation of the identified corrective action during future 

complaint investigations; and redacted completed complaint file, from subsequent to the period in review, 

that included a conclusive report issued within 90 days of the date the complaint was filed, as confirmation 

that Corrective Action #1 has been implemented. 

 

Corrective Action #2: In rare circumstances where a complaint investigation cannot commence immediately, 

or where a conclusive report cannot be issued within 90 days, specify in the complaint file the reason for the 

delay and project a time frame for completion of the report. Notify the complainant and respondent of the 

delay. 

 

Agency Response: 

"I have met with the agency's EEO Officer today and have reviewed the recommended corrective actions 

established by the audit findings. Attached please find: Notes from today's meeting.  A directive given to the 

                                                           
2 Excerpts are italicized. 

Agency:   Department of Probation 

Compliance Period:  December 1, 2019 to May 31, 2020  
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EEO Officer to implement the corrections cited in the preliminary determination.  A redacted EEO complaint 

investigation completed after the audit period." 

 

EEPC Response: The EEPC recognizes the Department of Probation's commitment to implementing 

Corrective Action #2. The EEPC accepts the directive from the Department of Probation's agency head to the 

principal EEO Professional regarding implementation of the identified corrective action during future 

complaint investigations, as confirmation that Corrective Action #2 has been implemented. 

 

Corrective Action #3: Inform each complainant and respondent of the conclusion and outcome of their 

complaint investigation in writing as part of the agency's complaint procedure.  

 

Agency Response: 

"I have met with the agency's EEO Officer today and have reviewed the recommended corrective actions 

established by the audit findings. Attached please find: Notes from today's meeting. A directive given to the 

EEO Officer to implement the corrections cited in the preliminary determination. A redacted EEO complaint 

investigation completed after the audit period." 

 

EEPC Response: The EEPC recognizes the Department of Probation's commitment to implementing 

Corrective Action #3. The EEPC accepts the directive from the Department of Probation's agency head to the 

principal EEO Professional regarding implementation of the identified corrective action during future 

complaint investigations; and redacted completed complaint file, from subsequent to the period in review, 

that included notifications provided to the complainant and respondent informing them of the conclusion 

and outcome of the complaint investigation, as confirmation that Corrective Action #3 has been 

implemented. 

 

Corrective Action #4: Maintain documentation regarding directives or decisions between the agency head 

(or a direct report other than the General Counsel) and the principal EEO Professional that impact the 

administration and operation of programs, policies or procedures concerning sexual harassment. 

 

Agency Response: 

"I have met with the agency's EEO Officer today and have reviewed the recommended corrective actions 

established by the audit findings. Attached please find: Notes from today's meeting.  A directive given to the 

EEO Officer to implement the corrections cited in the preliminary determination.  A redacted EEO complaint 

investigation completed after the audit period." 

 

EEPC Response: The EEPC recognizes the Department of Probation's commitment to implementing 

Corrective Action #4. The EEPC accepts the minutes from a November 2019 meeting between the 

Department of Probation’s agency head and the principal EEO Professional regarding decisions that 

impacted the administration and operation of programs, policies or procedures concerning sexual 

harassment (i.e. the agency’s response to EEPC’s Preliminary Determination); and the directive from the 

Department of Probation's agency head to the principal EEO Professional regarding implementation of 

identified corrective actions during future complaint investigations, as confirmation that Corrective Action #4 

has been implemented. 

 

 

Monitoring Required 

 

The agency’s implementation of the following required corrective actions will be monitored during the 

assigned compliance-monitoring period.   
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Final Action: Upon the EEPC’s determination that the entity does not require further review or monitoring: 

Distribute a memorandum signed by the agency head that re-emphasizes the commitment of agency 

administrators to the EEO program, including the prevention of sexual harassment, and informs employees of 

any changes to the agency's employment practices as a result of the EEPC’s audit/monitoring. This final action 

is required to conclude the audit and monitoring process. 

 

 

The EEPC thanks you and your staff for your continued cooperation.   
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Equal Employment 
Practices Commission 

RESOLUTION NO. 
2019AP/235-781-(2019}C40 

Department of Probation 
Commissioner Ana M. Bermudez 

Sexual Harassment Prevention and Response Practices 
DETERMINATION: COMPLIANCE 

Corrective Action{s} 
Period Audit Covered 
Preliminary Determination 
Issued 
Final Determination Issued 
Compliance-Monitoring 

SYNOPSIS 

Total: 4 
January 1, 2017 to December 31, 2018 

November 6, 2019 
November 13, 2019 
Not Required 

Response Received November 12, 2019 
Response Received November 18, 2019 
December 1, 2019 to May 31, 2020 

Whereas, pursuant to Chapter 36, Sections 830(a) and 831(d)(2) and (5) of the New York City 
Charter (Charter), the Equal Employment Practices Commission (EEPC) is authorized to audit, review, 
evaluate, and monitor the employment procedures, practices and programs of city agencies and other 
municipal entities (hereinafter "entities") and their efforts to ensure fair and effective equal 
employment opportunity (EEO) for minority group members and women who are employed or seek 
employment, and to recommend practices, procedures, approaches, measures, standards, and 
programs to be utilized by such entities in these efforts; and 

Whereas, pursuant to Charter Chapter 36, Sections 830(a) and 831(d)(2) and (5), the EEPC 
has adopted uniform standards for auditing agencies and municipal entities, and minimum standards 
for auditing community boards, to review, evaluate, and monitor entities' practices, procedures, 
approaches, measures, standards, and programs for compliance with federal, state, and local laws 
and regulations, and policies and procedures to increase equal opportunity for women, minorities, and 
other employees and job applicants identified for protection from discrimination; and 

Whereas, in accordance with Charter Chapter 36, Section 832(c), the EEPC may make a 
determination pursuant to Charter Section 831(d) whether any plan, program, procedure, approach, 
measure, or standard adopted or utilized by any municipal entity does not provide equal employment 
opportunity, and the EEPC's determinations of compliance or non-compliance and prescribed 
corrective action are required by, or consistent with federal, state, and local laws and regulations, and 
policies and procedures to increase equality of opportunity for women, minorities, and other 
employees and job applicants identified for protection from discrimination; and 

Whereas, the EEPC conducted an audit, review, and evaluation of the Department of 
Probation 's Sexual Harassment Prevention and Response Practices; and 

Whereas, pursuant to the audit, review, and evaluation of the Department of Probation's 
Sexual Harassment Prevention and Response Practices, the EEPC issued a Preliminary Determination, 
dated November 6, 2019, setting forth findings and the following corrective actions required to remedy 
areas of non-compliance: 
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1. Issue a conclusive report within 90 days of the date the complaint was filed. Commence an 
investigation immediately if allegations raised sufficiently warrant an investigation. 

2. In rare circumstances where a complaint investigation cannot commence immediately, or 
where a conclusive report cannot be issued within 90 days, specify in the complaint file the 
reason for the delay and project a time frame for completion of the report. Notify the 
complainant and respondent of the delay. 

3. Inform each complainant and respondent of the conclusion and outcome of their complaint 
investigation in writing as part of the agency's complaint procedure. 

4. Maintain documentation regarding directives or decisions between the agency head (or a 
direct report other than the General Counsel) and the principal EEO Professional that impact 
the administration and operation of programs, policies or procedures concerning sexual 
harassment. 

Whereas, within a two-week deadline following the EEPC's Preliminary Determination, the 
entity submitted a preliminary response; and 

Whereas, in accordance with Charter Chapter 36, Section 832(c), after consideration, the 
EEPC issued a Final Determination on November 13, 2019, which indicated that no areas required 
corrective action; and 

Whereas, in accordance with Charter Chapter 36, Section 832(c), in the Final Determination, 
the EEPC assigned a monitoring period from December 1, 2019 to May 31, 2020, to determine 
whether the entity eliminated areas of non-compliance, if any; and 

Whereas, in accordance with Charter Chapter 36, Section 832(c) the entity was required to 
respond in 30 days, and make monthly reports thereafter for a period not to exceed six months, on 
the progress of its efforts to correct outstanding areas of non-compliance; and 

Whereas, in accordance with Charter Chapter 36, Section 832(c), on November 18, 2019, the 
entity issued a response to the EEPC's Final Determination; and 

Whereas, in accordance with Charter Chapter 36, Section 832(c), the Department of Probation 
was monitored until November 18, 2019; and 

Whereas, pursuant to Charter Chapter 35, Sections 815(a)(15) and (19), which requires 
agency heads to ensure and promote equal opportunity for all persons in appointment, payment of 
wages, development, and advancement, and to establish measures and programs to ensure a fair and 
effective affirmative employment plan to provide equal employment opportunity for minority group 
members and women, the Commissioner submitted a copy of a memorandum to staff dated November 
15, 2019, which recognized the EEPC's audit and reiterated commitment to the Department of 
Probation 's equal employment practices; Now Therefore, 

Be It Resolved, that the Department of Probation has satisfied the equal employment 
standards set by the EEPC pursuant to its authority under New York City Charter Chapters 35 and 36; 
and 

Be It Resolved, that the EEPC's Board of Commissioners approves the issuance of this 
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Determination of Compliance to Commissioner Ana M. Bermudez of the Department of Probation. 

Approved unanimously on November 21, 2019. 

Arva R. Rice -= 
Commissioner 
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Sasha Neha Ahuja 
Chair 

Elaine S. Reiss, Esq. 
Commissioner 
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New York, NY 10007 
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212. 676. 2724 fax 

BY MAIL AND EMAIL 

November 21, 2019 

Ana M. Bermudez 
Commissioner 
Department of Probation 
33 Beaver Street, 23rd Floor 
New York, NY 10004 

Re: Resolution #2019AP/235-781-(2019)C40 
DETERMINATION: Compliance 

Dear Commissioner Bermudez: 

On behalf of the members of the Equal Employment Practices 
Commission (EEPC), I write to inform you that pursuant to New 
York City Charter Chapter 35, Sections 815(a)(15) and (19), 
which requires agency heads to ensure and promote equal 
opportunity for all persons in appointment, payment of wages, 
development, and advancement, and to establish measures and 
programs to ensure a fair and effective affirmative employment 
plan to provide equal employment opportunity (EEO) for minority 
group members and women, the EEPC's Board of Commissioners 
has approved the attached Determination. 

Thank you and principal EEO Professional Phyllis Delisio for the 
cooperation extended to the EEPC during the course of our 
review, evaluation, and monitoring of your agency's employment 
and EEO-related practices. 

Arva R. Rice 
Commissioner 

C: Phyllis Delisio, Principal EEO Professional, DOP 



This 

Determination of Compliance 
is hereby issued to the 

I1>epartment -of Probation 
for successful implementation of 4 of 4 required corrective action ( s), 

thereby achieving compliance with the Equal Employment Practices Commission's 
Sexual Harassment Prevention and Response Practices 

from January 1, 2017 to this date. 

On this 21st day of November in the year 2019, 

. ~,~Qy,>£ 

In wre of Commissioner Ana M. Bermudez · 
and Principal EEO Professional Phyllis Delisio 

===--
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