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

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

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

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

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

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

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

[bookmark: _Toc116664335]
Part I:  Narrative Summary


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

[bookmark: _Hlk530066932]Distributed to all agency employees?	☒ Yes, On (Date): 07/08/2022	☐ No
						☒ By e-mail	
						☒ Posted on agency intranet
						☐ Other _________________
II. [bookmark: _Toc116664337]Recognition and Accomplishments

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

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


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


	
III. [bookmark: _Toc116664338] Workforce Review and Analysis

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

Q1 (9/30/2022):  43  Q2 (12/31/2022):  35  Q3 (3/31/2023):  __________  Q4 (6/30/2023):  __________

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

	☒ Yes	 On (Date): 1/31/2023 at staff mtg.	☐ Yes	  again on (Date): ________________	☐ No		

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

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

☒ Yes	 On (Dates):

		 Q1 Review Date: 10/6/2022  Q2 Review Date:  01/19/2023  Q3 Review date:  __________   Q4 Review date:  __________


The review was conducted with:

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


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

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

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

· Continue to reach out to outlets that can help the OA expand its reach so that applicants to job postings come from a wide variety of people, especially for the groups that are underrepresented in our agency. Outlets include sharing job postings with the actuarial affinity groups and engagement with colleges.

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

In Quarter 1, the OA connected with the Actuarial Science Program at Brooklyn College, a CUNY college that serves a diverse student population. The Chief Actuary will be speaking to their students in December. Representatives from the office will also speak to actuarial science students at Queens College this coming Spring, another college serving a diverse student population. The OA continues to advertise job postings with the publications hosted by the International Association of Black Actuaries (IABA). In the past, the OA has received job applicants from the schools we have made connections and we can continue to work with IABA to monitor the effectiveness of our advertising with this actuarial affinity group. Additionally, the OA sends job postings to the Organization of Latino Actuaries and they have confirmed that they circulate them to their members. 

In Quarter 2, the OA was also advertising for open positions so we advertised with IABA and sent the posting to the Organization of Latino Actuaries in addition to local colleges with diverse populations e.g., Queens College, Lehman College, and others.

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

· Send out an employee survey to better understand the career and professional development desires and concerns from the staff so they can be explored by the leadership team of the agency. 

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

Employee survey was sent to all staff on July 26, 2022 and in Quarter 1 the OA worked on responding to the staff’s requests e.g., more information on NYC career development programs and trainings. The survey was effective because staff shared their suggestions and priorities.

In Quarter 2, staff was sent information on the DCAS Course offerings in response to their interest in career development programs.  
	
Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	

· Continue to offer the actuarial study program so that actuaries can earn actuarial credentials and advance their careers and responsibilities.

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

In Quarter 1, several staff members were enrolled in the actuarial study program and several have passed exams. The study program is both a recruiting tool and a retention tool because it gives our staff members an opportunity to advance their career at the OA. It is well received and it is helpful in hiring and retaining staff that is diverse. 

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

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

As mentioned above, the OA is actively promoting positions and educating about our office at local colleges and through advertising and outreach opportunities with actuarial affinity groups like the International Association of Black Actuaries and the Organization of Latino Actuaries. Our agency is underrepresented with black science professionals. 

B. Workplace:

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

· In addition to the employee survey mentioned in the above section, the EEO office will look to host more “lunch and learn” sessions with a DE&I focus to better educate and explore issues of inclusivity and diversity. 

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

The EEO office is exploring webinars/workshops offered by WorkWell NYC to show at an upcoming “lunch and learn”.

In Quarter 2, the EEO Office hosted a “Lunch and Learn” and presented a program offered by WorkWell NYC -Conversations that Matter – Responding to Racism. Several staff participated in the program.

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

· The EEO Office will also host social events, like potluck lunches, that gives all an opportunity to showcase and share their culture and identity.

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

In Quarter 1, the OA was in the process of organizing a potluck lunch for November. It was held during Quarter 2 (November) with staff members sharing different dishes from their culture/background.

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

· At staff development meetings the EEO office will continue to invite staff members to share their experiences or thoughts during months like Hispanic Heritage Month, Black History Month, Women’s History Month, and others.

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

The OA plans to invite staff members or speakers to highlight these months, when they occur, during the monthly staff meetings.

In Quarter 2, for Hispanic Heritage Month, several staff members talked about their customs and background from the countries where they were born like Equador and Puerto Rico. 
	
Q1 Update: 	☒ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	



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

Community:

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

· Continue to use the OA’s social media channels to amplify our DE&I initiatives and the initiatives of New York City.

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

During Quarter 1 on the OA’s Twitter page, we celebrated Disability Pride Month Tweet in July and announced the agency’s Summer Youth Employment interns. The Tweets were well received by our social media audience.

During Quarter 2 we posted on our social media channels the staff who were featured at our October staff meeting for Hispanic Heritage Month. 

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

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





Equity, Inclusion and Race Relations Initiatives:

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

· OA will use their monthly staff development meetings to discuss with staff ways we can engage them in this initiative. The EEO office will solicit opinions from staff on types of special initiatives in the areas of equity and inclusion (including age inclusivity and non-traditional minorities), and race relations that can be sponsored by our office. 


· Please describe the steps that your agency has taken to meet this goal. Include steps taken to establish your agency as a leader in creating equitable and inclusive workplace environment and enhancing cultural competency. What steps were taken to evaluate effectiveness of these actions?
	
Q1 Update: 	☐ Planned       ☒ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☒ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	

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

In Quarter 2, the EEO Office hosted a Lunch and Learn and presented a WorkWell NYC program, Conversations that Matter – Responding to Racism.




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

1. NYC Job Portal (resulted in previous hires). Target: women managers and persons of color.

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

We regularly review our CEEDS reports to determine the effectiveness of our efforts in addressing our underutilization with certain groups.
	
Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	

2. College visits. Target: black science professionals and other persons of color. 






· Please describe the steps that your agency has taken to meet these initiatives/strategies. What steps were taken to evaluate effectiveness of these actions?
	
A Hispanic actuary was hired recently from a relationship we built with Columbia University’s Master’s Program in Actuarial Science. This University distributes our job postings to their student population.
	
Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
3. Advertising in the International Association of Black Actuaries (IABA) job portal. Target: black science professionals.

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

The OA will continue to work with IABA to review the reach of our job postings through their job portal. We recently asked them for their analytics on our job postings and the analytics confirmed that our postings did reach hundreds of their members with a percentage of their members opening up the job posting.  
	
Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	

4. Advertising/building relationships with other actuarial affinity groups and industry groups like the Organization of Latino Actuaries, Network of Actuarial Women and Allies, Academy of Actuaries, and the Society of Actuaries.


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

The OA has a built a relationship with the Organization of Latino Actuaries and they share our job postings with their members. We will work to do the same with additional actuarial affinity groups.
	
	
Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	


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



B. Internships/Fellowships

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

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

1. Urban Fellows Total:

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

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

2. Public Service Corps Total:

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

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

3. Summer College Interns Total: Summer Youth Employment Program

Race/Ethnicity* [#s]: Black___ Hispanic___ Asian/Pacific Islander 2 Native American___ White___ Two or more Races___

Gender* [#s]: M  1 F  1 N-B ___ O ___ U ___

4. Summer Graduate Interns Total:

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

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

5. Other (specify) Total:

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

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

Additional comments: 

The OA was pleased with the young people placed at the OA over the last 2 years through the summer college intern program, SYEP. We will look to possibly expand this program outside of the summer program. Since our SYEP interns are still in college we cannot offer them entry-level positions but have encouraged them to engage with us after they receive their degrees. We are also exploring the possibility of hiring a college aide. 

C.	55-A Program

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

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

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

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

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

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

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

The 55-a Coordinator has achieved the following goals:

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

2.  ___________________________________________________________________________________
3.  ___________________________________________________________________________________


V. Selection (Hiring and Promotion)

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

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

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

· Please describe the steps that your agency has taken to meet this goal. What steps were taken to evaluate effectiveness of these actions?
The Career Counselor regularly advises employees on the availability of civil service exams, promotions, as well as training available to advance skills. The career counselor directs staff members to managers to explore the office’s actuarial study program which can lead to career advancement and promotion in the agency. Several of our actuaries are enrolled in the office’s actuarial study program.
2. Reviewing the methods by which candidates are selected for appointment, promotion, or to fill vacancies (new hires), especially for mid- and high-level discretionary positions.

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

The EEO Officer monitors the representativeness and fairness of the selection and appointment process by advising on the structured interviewing process (procedures for interviewing applicants), managing unconscious bias/structured interview training for those involved in hiring, and reviewing, with a team, the candidates who do not get an interview (after applying) to ensure fairness. The EEO Officer monitors hiring managers’ participation in Structured Interviewing and Unconscious Bias classes, making sure they are trained in this topic so EEO best practices can be applied during the hiring process.

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

Along with a team of other managers, the EEO Officer reviews the candidates who do not get selected by the hiring committee for an interview. This added step helps to ensure fairness and attempts to remove any possible unconscious bias with the interview selection process. This process can result in additional candidates being selected/added to the interview schedule.

4. Analyzing the impact of layoffs or terminations on racial, gender and age groups.
             There have been no layoffs or terminations.

5.    Other:

During this Quarter the Agency activities included:	# of Vacancies		# of New Hires	# of New Promotions
 							Q1	   #  2		                       # 0		               # 2
Q2	   # 8		    #  0		   # 0
Q3	   # _____		    # _____		   # _____
Q4	   # _____ 		    # _____  		   # _____


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

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




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

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



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


A. Local Law 92:  Annual Sexual Harassment Prevention training

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


B. Local Law 97:  Annual Sexual Harassment Reporting

☐ The agency has entered the sexual harassment Complaint Data in the DCAS Citywide Complaint Tracking System and updates the information as they occur.
				Q1   ☐		 Q2   ☐		 Q3   ☐		 Q4   ☐
We had no sexual harassment complaints FY23 Q1 or Q2.

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

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

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


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

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


D. Local Law 101:  Climate Survey

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


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

1. Increase employees’ familiarity with the EEO Policy.

The EEO Office will circulate quarterly agency-wide emails including EEO resources and the revised EEO Policy.
Approximately two times within the fiscal year, at the agency’s monthly staff meetings, the OA’s EEO Officer will remind staff of the EEO policy and its importance.

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

The updated EEO policy was shared with staff this quarter (Quarter 1, FY23). 

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

Through constant reminders (emails, pantry postings, intranet announcements, and speaking at monthly staff meetings), the EEO office will be visible to the OA’s workforce

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

EEO materials are posted in our pantry regularly and our intranet hosts the most current EEO policy.


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

Through constant reminders (emails, pantry postings, intranet announcements, and speaking at monthly staff meetings), employees will be knowledgeable of the EEO complaint process i.e., where, and how to file a complaint and what happens after filing a complaint.
During Quarter 2, the EEO Office circulated CEI’s newly released EEO Policy Handbook: What To Know About Equity, Inclusion, and EEO. 


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

At the beginning of the year, the EEO office sent an email to staff providing resources explaining the EEO complaint and reasonable accommodation  process.


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

Through constant reminders by EEO office (emails, pantry postings, intranet announcements, and speaking at monthly staff meetings), employees’ understanding of protected rights and prohibition of discrimination, including sexual harassment, in the workplace, will increase.

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

The EEO Office speaks periodically about discrimination and sexual harassment at the monthly staff meetings.


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

The EEO Office will interact with the managers separately to reinforce this information after it is presented at monthly staff meetings.

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


6. Improve managers’ and supervisors’ knowledge of whom and where to direct employees who may want to discuss a complaint (s) under the EEO Policy.  

The EEO Office will interact with the managers separately to reinforce this information after it is presented at monthly staff meetings.

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



7. Other:


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



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

Please choose the statement that applies to your agency. 

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

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

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

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

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


[bookmark: _Toc116664364]Appendix A: EEO Personnel Details

EEO  Personnel For 1st Quarter, FY 2023

Personnel Changes – There have no personnel changes from FY2022.

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

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

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

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

	

	Employee's Name & Title
	
	
	

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

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

	For New EEO Professionals:

	
Name & Title
	4. 
	5. 
	6. 

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

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

	

	Name & Title			
	
	
	

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

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



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

	Name & EEO Role			
	1. Marlene Markoe-Boyd, EEO Officer
	2.	Annette Charles, Deputy EEO Officer
	3.	 Tony Wong, Career Counselor

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

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

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







EEO Personnel Training Continued:

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

	Name & EEO Role
	8. Karen Blackman-Kong, ADA Coordinator, Disability Rights Coordinator
	9. 
	10. 

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

	



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

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

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








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

Please provide full mailing address of the principal Agency EEO Office: NYCOA, 255 Greenwich Street, 9th Floor, NY, NY, 10007


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


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

	EEO Officer/Director
	Marlene Markoe-Boyd
	Administrative Public Information Specialist
	
	Mmarkoe-boyd@actuary.nyc.gov
	212-312-0119

	Deputy EEO Officer OR
Co-EEO Officer
	Annette Charles
	Administrative Staff Analyst Level M-1
	
	acharles@actuary.nyc.gov
	212-312-0113

	Chief Diversity & Inclusion Officer
	Annette Charles
	Same as above.
	
	Same as above.
	Same as above.

	Diversity & Inclusion Officer
	
	
	
	
	

	Chief Diversity Officer/Chief MWBE Officer per E.O. 59
	Annette Charles
	Same as above.
	
	Same as above.
	Same as above.

	ADA Coordinator
	Karen Blackman-Kong
	Executive Agency Counsel Level 3
	
	Kblackman-kong@actuary.nyc.gov

	212-32-0181

	Disability Rights Coordinator
	Karen Blackman-Kong
	Same as above.
	
	Same as above.
	Same as above.

	Disability Services Facilitator
	Annette Charles
	Same as above.
	
	Same as above.
	Same as above.

	55-a Coordinator
	Annette Charles
	Same as above.
	
	Same as above.
	Same as above.

	Career Counselor
	Tony Wong
	Administrative Staff Analyst Level M-1.
	
	twong@actuary.nyc.gov
	212-312-0120

	EEO Counselor
	
	
	
	
	

	EEO Investigator
	
	
	
	
	

	EEO Counselor\ Investigator 
	
	
	
	
	

	Investigator/Trainer
	
	
	
	
	

	EEO Training Liaison
	
	
	
	
	

	Other (specify)
	
	
	
	
	

	Other (specify)
	
	
	
	
	


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


FY 2023 Quarterly DEI&EEO Template Final 10/13/2022                                                                                                                                            Page 1
image1.emf


New York City Office of the Actuary 


FY 2023 Diversity, Equity, Inclusion and Equal Employment Quarterly 


Report


 


 


 


FY 2023 Quarterly DEI&EEO Template Final 10/13/2022                                                                          


                                                                  


Page 


1


 


 


 


F


Y


 


2023 Agency Quarterly 


Diversity, Equity, Inclusion and EEO


 


Report


 


 


 


 


Agency Name


:


 


__


N


EW 


Y


ORK 


C


ITY 


O


FFICE OF THE ACTUARY


__________________________


                                                                                                                         


    


 


 


 


 


?


  


1


st


 


Quarter (July 


-


September), due 


November 4


, 20


2


2


 


 


 


?


  


2


nd


 


Quarter (October 


–


 


December), due January 


3


0


,


 


202


3


 


 


 


?


  


3


rd


 


Quarter (January 


-


March), due 


May 1


, 202


3


 


 


 


 


?


  


4


th


 


Quarter (April 


-


June), due July 


31


, 202


3


 


 


Prepared by


:


 


   


 


 


Marlene Markoe


-


Boyd


     


   


  


 


Director of Communications/EEO Officer 


              


mmarkoe


-


boyd@actuary.nyc.gov 


            


          


  


212


-


312


-


0119


 


Name


 


                                                      


                 


   


 


Title


 


      


  


            


                      


E


-


mail Address


                                              


Telephone N


o.


               


 


 


Date Submitted


: 


             


2/1/2023


        


                                                                               


                                              


 


 


FOR DCAS USE ONLY


:


 


 


 


 


Date Received


:


 


 


 


 


 


 


 




New York City Office of the Actuary FY 2023 Diversity, Equity, Inclusion and Equal Employment Quarterly 

Report 

 

 

FY 2023 Quarterly DEI&EEO Template Final 10/13/2022                                                                                                                                            Page 1 

 

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

 

 

 

Agency Name: __NEW YORK CITY OFFICE OF THE ACTUARY__________________________                                                                                                                              

 

  ?  1

st

 Quarter (July -September), due November 4, 2022   ?  2

nd

 Quarter (October – December), due January 30,

 

2023 

  ?  3

rd

 Quarter (January -March), due May 1, 2023    ?  4

th

 Quarter (April -June), due July 31, 2023 

 

Prepared by:      

Marlene Markoe-Boyd           Director of Communications/EEO Officer               mmarkoe-boyd@actuary.nyc.gov                         212-312-0119 

Name                                                                            Title                                           E-mail Address                                              Telephone No.                

 

Date Submitted:              2/1/2023                                                                                                                                      

 

FOR DCAS USE ONLY:    Date Received: 

 

 

 

 

  

