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INSTRUCTIONS FOR FILLING OUT QUARTERLY REPORTS FY 2021
[NOTE:  These forms are cumulative. For Q2, Q3 and Q4 use previous quarter’s submission to update]

1. Please save this file as ‘XXXX Quarter X FY 2021 DEEO 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 and EEO Training Summary” details in the attached Excel file. Under Section 10 (“Other”), 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 2021 DEEO 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.


PART I:  NARRATIVE SUMMARY


I. COMMITMENT AND ACCOUNTABILITY STATEMENT BY THE AGENCY HEAD

[bookmark: _Hlk530066932]Distributed to all agency employees?	☒ Yes, On (Date): 3/31/2021	☐ No
						☒ By e-mail	
						☐ Posted on agency intranet
						☐ Other


II. RECOGNITION AND ACCOMPLISHMENTS

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

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

		* Please describe D&EEO Awards and/or Appreciation Events below:
In Q1, our agency accomplished the following through the Office of Special Events and the Office of Diversity Initiatives as part of our commitment to equal employment opportunity and diversity & inclusion:

SPECIAL EVENTS 
September
African Immigrant Heritage:  in-person food giveaway & virtual roundtable
Hispanic Heritage: virtual event
Italian Heritage: newsletter
OFFICE OF DIVERSITY INITIATIVES
Events hosted by the NYC Comptroller’s Office of Diversity Initiatives
July
MWBE University Webinars: Resources for Small Business and M/WBEs impacted by COVID-19 - Tue 7/7/2020
M/WBE Focus Group - Tue 7/14/2020
Comptroller Scott M. Stringer's Making the Grade Advisory Board Meeting - Tue 7/14/2020
MWBE University: Pension Consultants Corner - Thu 7/30/2020  
August
M/WBE University: Doing Business with the Comptroller's Office - Thu 8/6/2020

External Events presented by the Comptroller’s Office of Diversity Initiatives
July
African Stakeholders MWBE Meeting - Thu 7/16/2020
Minority Women Business Association of Staten Island Town Hall - Tue 7/21/2020
September 
Hispanic Business Council - Tue 9/1/2020
New American Alliance CIO & Asset Class Connections - Tue 9/22/2020
-----
In Q2, our agency accomplished the following through the Office of Special Events and the Office of Diversity Initiatives as part of our commitment to equal employment opportunity and diversity & inclusion:

SPECIAL EVENTS 
November
Nov 21 Diwali event (in person food giveaway)
Nov 9 Virtual town hall for the Forest Hills area
December
Dec 21 Office holiday season event (virtual) 

OFFICE OF DIVERSITY INITIATIVES
External Events presented by the Comptroller’s Office of Diversity Initiatives 
October 
Asian Business Roundtable - Tue 10/6/2020 
November 
City + State 2020 Virtual Government Procurement Conference - Tue 11/17/2020                          
December 
NYS MWBE Virtual Forum 2020 - Wed 12/2/2020 and Thu 12/3/2020
Events hosted by the NYC Comptroller’s Office of Diversity Initiatives
November 
Making the Grade Virtual Briefing for M/WBEs - Wed 11/18/2020 10:00 AM - 12:00 PM
Advisory Board Briefing: Making the Grade 2020 - Tue 11/24/2020
December 
Bureau of Asset Management Annual Emerging Manager & MWBE Virtual Conference - Fri 12/4/2020
In Q3, our agency accomplished the following through the Office of Special Events and the Office of Diversity Initiatives as part of our commitment to equal employment opportunity and diversity & inclusion:

SPECIAL EVENTS 
January 2021
-Prevailing Wage Workshops (Virtual) -01/05/21
February 2021
- Trailblazers Event in celebration of African American History Month-02/17/21 (Virtual)
- South Bronx Town Hall-02/03/21 (Virtual)
March 2021
- Women’s History Month-03/16/21(Virtual)

OFFICE OF DIVERSITY INITIATIVES
Internal Events presented by the Comptroller’s Office of Diversity Initiatives 
January 2021
Comptroller Fellowship Workshop: How to be a Chief Diversity Officer - Thu 1/28/2021
February 2021
Advisory Board – Annual Planning Meeting - Wed 2/24/2021
March 2021
M/WBE University - How to Prepare for Credit and Capital (Even in a Pandemic) - Tue 3/23/2021
External Events presented by the Comptroller’s Office of Diversity Initiatives 
March 2021
Latinas in Business: Small Business Post-Covid Recovery Workshop Surrounding Resources & Trends - National Conversation with Latina Leaders - Friday 3/19

-----
In Q4, our agency accomplished the following through the Office of Special Events and the Office of Diversity Initiatives as part of our commitment to equal employment opportunity and diversity & inclusion:

SPECIAL EVENTS 
The Comptroller’s Office did not host any events because the Agency was in a Blackout Period for Q4.

OFFICE OF DIVERSITY INITIATIVES
The Agency event dates were affected by the Q4 Blackout Period.
Internal Event presented by the Comptroller’s Office of Diversity Initiatives: 
April 22, 2021 
M/WBE University: Fueling the Demand for Diversity on Boards





III. WORKFORCE REVIEW AND ANALYSIS

1. Agency Headcount as of the last day of the quarter was:
(Headcounts below taken from DCAS-provided data)
Q1 (9/30/2020):        774_(This headcount includes part-time employees and interns)		
Q2 (12/31/2020):      775_(This headcount includes part-time employees and interns)
Q3 (3/31/2021):        769_(This headcount includes part-time employees and interns)
Q4 (6/30/2021):        801_(This headcount includes part-time employees, interns and fellows)


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

	☒ Yes	, On (Date): 3/2/2021 	☐ No		


3. 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):	 ___9/8/20_______		___12/30/20_____		______3/15/21__	              ______6/8/21____

The review was	☒ Human Resources		☐ Human Resources		☐ Human Resources		☐ Human Resources
conducted with: 	☐ Agency Head		☒ Agency Head		☐ Agency Head		☐ Agency Head
☐ General Counsel		☐ General Counsel		☐ General Counsel		☐ General Counsel
			☒ Other __DC/Admin_	☒ Other DC/Admin		☒ Other DC/Admin 		☒ Other DC/Admin
				☐ Not conducted		☐ Not conducted		☐ Not conducted 		☐ Not conducted

IV. EEO, DIVERSITY, INCLUSION, AND EQUITY INITIATIVES FOR FY 2021

Please describe your progress this quarter in implementing the primary goals in Section IV of your Agency Diversity and EEO Plan for FY 2021 - Proactive Strategies to Enhance Diversity, EEO and Inclusion:

A. WORKFORCE:
	
	[bookmark: _Hlk530066305]Please list the Workforce Goal(s) included in Section IV: Proactive Strategies to Enhance Diversity, EEO and Inclusion, which you set/declared in your FY 2021 Diversity and EEO Plan (e.g., underutilization, workforce planning, succession planning and diverse applicant pool, among others):
	Please describe the steps that your agency has taken to meet the Workforce Goal(s) set/declared in your plan.
· Include steps that were taken or considered to build an inclusive and sustainable pipeline for your agency across all levels.

	


Q1
Update

	


Q2
Update

	


Q3
Update

	


Q4
Update


	The agency will address underutilization in FY 2021 by: 
☒  Expanding internal and external applicant pools to address the underutilization through outreach strategies for broader recruitment.            
☒ Using the quarterly workforce report and dashboard to identify specific job groups where underutilization exists and guide recruitment efforts.

The agency will implement the following strategies to address the impending retirement of employees and possible loss or gap in talent: 
☒  Job analysis and skills audit.
☒  Conduct workforce planning and forecasting. 
☒ Integrate succession planning in the agency activities to develop a pipeline, facilitate a seamless transition and continuity of service.
☒ Ensure that there will be a diverse applicant pool for the anticipated vacancies.
☒ Evaluate best sources for diverse candidates
☒ Encourage agency employees to take promotional civil service examinations.

The agency will implement the following initiatives to develop and retain employees:

☒ Institute coaching, mentoring and cross training programs.
☒ Implement initiatives to improve the personal and professional development of employees.
	Ongoing Initiatives & Goals for Workforce, Workplace & Community
· The Agency instituted office-wide Listening Sessions in which the Agency Head meets with staff to discuss matters of diversity, equity and inclusion. They will be held every six months. 
· The Agency conducted a survey on how the office can respond to racial equity issues. 
· The Agency instituted live mandatory training sessions for the entire office on unconscious bias and diversity in the workplace. 
· The Agency is instituting monthly workshops for employees of all levels on issues including career guidance, goals and opportunities, individualized training plans, preparing for interviews, navigating civil service and embracing diversity and avoiding bias in all work settings. 
· The Agency’s intranet Wellness Portal is regularly updated with resources and tools – including materials for discussions around issues of diversity among staff. 
· The Agency will offer opportunities for engagement and community building, like lunches, volunteer opportunities, etc. 
· The Agency will continue to issue surveys designed and administered to get and receive feedback from employees – and to inform Agency policies and response. 
· The Agency will continue its frequent communications and correspondence with employees regarding EEO policies and diversity events.
· The Agency will continue development of an active plan to adjust any imbalances in the Agency’s demographic composition.
· The Agency does quarterly reviews of the workforce dashboards; 
· The Agency does scheduled reviews of ethnicity composition progress 
· The Agency holds weekly check-ins/discussions with the First Deputy as we update training initiatives, survey staff, interpret feedback, review interview procedures. 
Additional Ongoing Recruitment Initiatives & Strategies
· The Agency will continue to host and attend job fairs based on recruitment needs, focusing on outreach at colleges/universities, masters programs, etc., in an effort to attract more diverse applicants; postings are distributed to various specialized sites, programs and associations. 
· The Agency conducts meetings with the Agency’s Deputy Comptrollers to heighten their awareness of the need for balance in their bureau workforce ethnicity composition and the need for greater diversity during the interview stage 
· HR and/or the Deputy Comptroller of Administration individually meet with Deputy Comptrollers on a bi-weekly basis and cover HR matters including selection for vacancies.  
· We make a conscious effort during these meetings to assess the need as well as how we can find the broadest pool of diverse applicants. 
· We do the same with discussions on how to strengthen current staff and retain strong employees. 

	☐ Planned           
☐ Not started
☒ Ongoing
☐ Delayed
☐ Deferred
☐ Completed

	☐
☐
☒
☐
☐
☒
	☐
☐
☒
☐
☐
☐
	☐
☐
☒
☐
☐
☐

	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.




B. WORKPLACE:

	Please list the Workplace Goal(s) included in Section IV: Proactive Strategies to Enhance Diversity, EEO and Inclusion, which you set/declared in your FY 2021 Diversity and EEO Plan (e.g., job satisfaction/engagement surveys, exit interviews/surveys, and onboarding surveys):
	Please describe the steps that your agency has taken to meet the Workplace Goal(s) set/declared in your plan.
· Include steps that were taken or considered to create an inclusive work environment that values differences that each of your unique employees brings to work, and to maintain focus on retaining talent across all levels.
	


Q1
Update

	


Q2
Update

	


Q3
Update

	


Q4
Update


	
☒ The agency will take initiatives to create an inclusive work environment that values differences, and to maintain focus on retaining talent across all levels.
☒ In FY 2020, the agency conducted the following survey(s) to improve the recruitment, hiring, inclusion, retention and advancement of people in underrepresented groups:
☒ Engagement /Job Satisfaction/ Employee Morale Survey(s)
☒ Exit interview or surveys developed by the agency
 
Ongoing Initiatives & Goals for Workforce, Workplace & Community
· The Agency instituted office-wide Listening Sessions in which the Agency Head meets with staff to discuss matters of diversity, equity and inclusion. They will be held every six months. 
· The Agency conducted a survey on how the office can respond to racial equity issues. 
· The Agency instituted live mandatory training sessions for the entire office on unconscious bias and diversity in the workplace. 
· The Agency is instituting monthly workshops for employees of all levels on issues including career guidance, goals and opportunities, individualized training plans, preparing for interviews, navigating civil service and embracing diversity and avoiding bias in all work settings. 
· The Agency’s intranet Wellness Portal is regularly updated with resources and tools – including materials for discussions around issues of diversity among staff. 
· The Agency will offer opportunities for engagement and community building, like lunches, volunteer opportunities, etc. 
· The Agency will continue to issue surveys designed and administered to get and receive feedback from employees – and to inform Agency policies and response. 
· The Agency will continue its frequent communications and correspondence with employees regarding EEO policies and diversity events.
· The Agency holds weekly check-ins/discussions with the First Deputy as we update training initiatives, survey staff, interpret feedback, review interview procedures. 





	Ongoing Initiatives & Goals for Workforce, Workplace & Community
· The Agency instituted office-wide Listening Sessions in which the Agency Head meets with staff to discuss matters of diversity, equity and inclusion. They will be held every six months. 
· The Agency conducted a survey on how the office can respond to racial equity issues. 
· The Agency instituted live mandatory training sessions for the entire office on unconscious bias and diversity in the workplace. 
· The Agency is instituting monthly workshops for employees of all levels on issues including career guidance, goals and opportunities, individualized training plans, preparing for interviews, navigating civil service and embracing diversity and avoiding bias in all work settings. 
· The Agency’s intranet Wellness Portal is regularly updated with resources and tools – including materials for discussions around issues of diversity among staff. 
· The Agency will offer opportunities for engagement and community building, like lunches, volunteer opportunities, etc. 
· The Agency will continue to issue surveys designed and administered to get and receive feedback from employees – and to inform Agency policies and response. 
· The Agency will continue its frequent communications and correspondence with employees regarding EEO policies and diversity events.
· The Agency holds weekly check-ins/discussions with the First Deputy as we update training initiatives, survey staff, interpret feedback, review interview procedures. 

	☐ Planned           
☐ Not started
☒ Ongoing
☐ Delayed
☐ Deferred
☐ Completed

	☐
☐
☒
☐
☐
☒
	☐
☐
☒
☐
☐
☐
	☐
☐
☒
☐
☐
☐

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


	SEE ABOVE. PART 1, Section II, Page 4











C. COMMUNITY:

	Please list the Community Goal(s) included in Section IV:  Proactive Strategies to Enhance Diversity, EEO and Inclusion, which you set/declared in your FY 2021 Diversity and EEO Plan (e.g., community outreach and engagement, MWBE participation and customer satisfaction surveys):
	Please describe the steps that your agency has taken to meet the Community Goal(s) set/declared in your plan.
·  Include steps that were taken or considered to establish your agency as a leading service provider to the citizens of New York City focused on inclusion and cultural competency, while reflecting the vast communities that are served.

	


Q1
Update

	


Q2
Update

	


Q3
Update

	


Q4
Update


	
In FY 2021, the agency will:

☒ Continue or plan to promote diversity and EEO community outreach in providing government services
☒ Promote participation with minority and women owned business enterprises (MWBEs). 
☒ Undertake initiatives to improve community relations, community awareness, and to engage communities being served in recruitment efforts, service development and delivery.



	
Agency Initiatives:
· The Agency will continue to offer community programming to showcase emphasis on diversity
· The Agency will continue to host or attend job fairs based on recruitment needs
· The Agency will continue its outreach to other agencies, universities, specialized associations. 

VOLUNTEER OPPORTUNITIES
The Wellness Portal of the Comptroller’s Office Intranet site offers a volunteering section featuring a calendar with upcoming volunteer opportunities across the five boroughs. It also spotlights a number of non-profit organizations that are looking for volunteers to help with a range of activities from online tutoring and calling seniors, to helping at food pantries and cleaning up local parks. Some of the volunteer activities must be done in person, but others can be done remotely from home.

OFFICE OF DIVERSITY INITIATIVES
The Comptroller’s Office of Diversity Initiatives works to develop innovative solutions that expand economic opportunities for all. The Office is led by the Chief Diversity Officer, an executive level diversity and inclusion strategist reporting directly to the Comptroller. The Chief Diversity Officer serves as an oversight and compliance agent for the inclusion of women and people of color in competing for public and private sector procurements, and focuses on launching initiatives that put diversity at the heart of the way the City does business.
The Office of Diversity Initiatives is responsible for implementing and monitoring a letter-grading program that holds City agencies accountable to comply with Local Law 1, the City’s M/WBE law which was updated in City Council in October 2019, and advocates for additional measures to increase the City’s utilization of minority and women-owned business enterprises (M/WBEs).The Office of Diversity Initiatives leads the Comptroller’s Advisory Council on Economic Growth through Diversity and Inclusion.
Over the course of several years, the Office of Diversity Initiatives has advocated for a Chief Diversity Officer in City Hall and within every City agency to serve as executive level diversity and inclusion strategists driving the representation of people of color and women across government. In November 2019, the Comptroller’s Office championed a Charter Revision proposal to create a citywide MWBE director reporting directly to the Mayor, which New Yorkers voted to approve. In July 2020, Mayor Bill de Blasio signed an executive order to appoint Chief Diversity Officers in every City agency. The executive order also pushes the City to create more opportunities for M/WBEs through emergency contracts, re-evaluating subcontracting goals, breaking up large contracts, and increasing usage of the M/WBE Small Purchase Method. Diversity within the Operations of the Comptroller’s Office
The Office of Diversity Initiatives also designs and manages the Comptroller’s Office internal M/WBE program. 
Also, for the first time, the Comptroller’s Office began tracking the number of M/WBEs on the prequalified list of certified public accountants, a list of firms that can provide audit services to the City’s agencies. The Comptroller’s Office changed the criteria for the list to increase access for M/WBE auditors and now accepts both engagement and systems peer reviews. As of August 2020, there are 20 M/WBEs prequalified to provide the City with audit services.
Pension and Corporate Diversity Initiatives
In addition, the Office of Diversity Initiatives works with the Comptroller’s Bureau of Asset Management on diversity initiatives involving investment managers and portfolio companies held by the New York City Retirement Systems. 
The Office of Diversity Initiatives also assists the Corporate Governance team on supplier, workplace and board diversity initiatives. In July 2020, the Comptroller’s Office called on 67 S&P 100 companies that recently released supportive statements on racial equity to publicly disclose the race, ethnicity, and gender of their workforces.
Engagement and Outreach
In Fiscal Year 2020, in response to the COVID-19 pandemic and its impact on businesses, the Office hosted biweekly Comptroller M/WBE University webinars, engaging 1,600 diverse firms on topics such as available resources and business opportunities in the public and private sector. 
In addition, every year the Office of the Comptroller hosts the Annual MWBE & Emerging Manger Conference for over 600 MWBE investors. The conference provides an opportunity to minority and women asset managers to learn how to do business with our various asset classes and speed-networking with pension consultants. 
Staff Diversity Trainings and Education
The Office of Diversity Initiatives briefs on an annual basis Office of the Comptroller procurement staff and deputy comptrollers on the state of diversity citywide and within the agency. The Office offers “Procurement 101” trainings and “Diversity Best Practices” training which includes the role of diversity within the procurement process. 
The Office of Diversity Initiatives plans to continue holding trainings centered around supplier diversity procurement.

SPECIAL EVENTS (events confirmed as of 10/16/2020)
· African American History Month- February                                         
· Lunar New Year -January                                                                                                                               
· Irish Community Breakfast -March                                                                                              
· Women’s History Month -March

	☐ 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 briefly the activities, including the dates when the activities occurred.   

	SEE ABOVE. PART 1, Section II, Page 4








[bookmark: _Hlk23947624]






V. RECRUITMENT

A. RECRUITMENT EFFORTS

	Please list Recruitment Strategies and Initiatives which you set/declared in your FY 2021 Diversity 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):
	Please describe the steps that your agency has taken to meet the Recruitment Goal(s) set/declared in your plan.
	


Q1
Update

	


Q2
Update

	


Q3
Update

	


Q4
Update


	

☒ Review policies, procedures, and practices related to targeted outreach and recruitment.
☒ Review underutilization in job groups to inform recruitment efforts.
☒ Identify resources to bolster efforts aimed at increasing the effectiveness of diversity
     recruitment.
☒ Put in place an operating, up-to-date, accessible website, mobile application and
     social media presence related to EEO protection and rights.
            ☒ Currently in operation. The Agency provides EEO information to staff via an Intranet site. The Agency does not have a mobile app or EEO-specific social media accounts.
☒ Assess agency job postings to ensure appropriate diversity, inclusion, and equal
     opportunity employer messaging.
☒ Reach out to the DCAS Office of Citywide Recruitment (OCR) as a resource at citywiderecruitment@dcas.nyc.gov

☒ If your agency is an eHire agency, post ALL vacancies on NYC Careers.
☒ Ensure that agency personnel involved in both the discretionary and the civil service
     hiring process have received:
☒ Structured Interviewing training
☒ Unconscious Bias training
 ☒ Assess recruitment efforts to determine whether such efforts adversely impact any particular group.
Please note: 
· The Comptroller’s Office job vacancy notices are sent to Cityjobs on NYC.GOV. They are not sent to the Mayor’s Office.
· The Comptroller’s Office does post most – but not all – of its vacancies to NYC.GOV. 
· The Agency will continue to assess if there’s a recruitment need. To generate interest in a position, we post it. We examine salary structure and assess to see if it affects the application pool. We assess on a bureau-by-bureau basis to see if we need more outreach or need to modify the outreach we’ve done.

	Our efforts have been ongoing.

Additional Ongoing Recruitment Initiatives & Strategies
· The Agency will continue to host and attend job fairs based on recruitment needs, focusing on outreach at colleges/universities, masters programs, etc., in an effort to attract more diverse applicants; postings are distributed to various specialized sites, programs and associations. 
· The Agency conducts meetings with the Agency’s Deputy Comptrollers to heighten their awareness of the need for balance in their bureau workforce ethnicity composition and the need for greater diversity during the interview stage 
· HR and/or the Deputy Comptroller of Administration individually meet with Deputy Comptrollers on a bi-weekly basis and cover HR matters including selection for vacancies.  
· We make a conscious effort during these meetings to assess the need as well as how we can find the broadest pool of diverse applicants. 
We do the same with discussions on how to strengthen current staff and retain strong employees. 


	☐ Planned           
☐ Not started
☒ Ongoing
☐ Delayed
☐ Deferred
☐ Completed

	☐
☐
☒
☐
☐
☐

	☐
☐
☒
☐
☐
☐

	☐
☐
☒
☐
☐
☐




B.	INTERNSHIPS/FELLOWSHIPS

	The agency is providing the following internship opportunities in FY 2021:
[NOTE:  Please update this table every quarter] See Intern Gender/Ethnicity chart inserted below.

	Type of Internship\Fellowship
	Total
	[bookmark: _Hlk525313981]Race/Ethnicity* [#s]
* Use self-ID data
	Gender* [#s]
[N-B=Non-Binary; O=Other; U=Unknown]
* Use self-ID data

	1. Urban Fellows
	 
	 
	M ___ F ___ N-B ___ O ___ U ___

	2. Public Service Corps
	
	
	M ___ F ___ N-B ___ O ___ U ___

	3. Summer College Interns
	
	
	M ___ F ___ N-B ___ O ___ U ___

	4. Summer Graduate Interns
	
	
	M ___ F ___ N-B ___ O ___ U ___

	5. Other (specify):
	
	
	M ___ F ___ N-B ___ O ___ U ___





	[bookmark: _Hlk530067348]Additional Comments: 
☒ The agency will utilize the internship/fellowship programs to improve a pipeline of candidates from underutilized groups for entry-level positions, including in mission-critical occupations. 
☒ The agency has hired former interns/fellows.
☒ The agency plans to provide internship/fellowship opportunities in FY 2021.
In October 2020, Comptroller Stringer and the City University of New York announced a new Fellowship Program between CUNY and the Office of the New York City Comptroller to create career opportunities for the next generation of New York City leaders. A talented cohort of twenty recent CUNY graduates have been selected to participate in a six-month, paid fellowship program at various bureaus of the Office of the New York City Comptroller beginning on October 5, 2020 and concluding on April 1, 2021, during which fellows gain hands-on knowledge and experience in core government functions — including law, policy, contracts, auditing, engineering, accountancy, asset management, diversity and inclusion initiatives, and communications.

The Comptroller’s Office has used Ladders for Leaders, the PREA Foundation, Washington Ireland Program, Urban Leadership Fellows, Toigo Foundation and Exalt Youth an intern resource, as well as interns from individual high schools like Brooklyn Collaborative and Lincoln High School. We also recruit our own interns through our summer internship program, and on an as needed basis at other times of year. In several bureaus, especially our Audit bureau, interns are generally retained for longer than one semester and may get offers for full-time employment after graduation.

In 2020, the Agency hired 30 summer graduate and undergraduate interns for the Comptroller’s Office summer internship program.
See the chart below for race/ethnicity and gender.

	 
	Male
	Female
	Total

	Asian
	3
	6
	9

	Black
	1
	4
	5

	Hispanic or Latino
	3
	2
	5

	White
	6
	2
	8

	Two or More Races
	0
	1
	1

	Not Indicated
	1
	1
	2

	Total
	14
	16
	30

	
	
	
	









C.	55-A PROGRAM

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

Currently, there are __2__ [number] 55-a participants.

During the 1st Quarter, a total of __0__ [number] new applications for the program were received.
During the 1st Quarter _0__ participants left the program due to [state reasons] ________.

During the 2nd Quarter, a total of _0___ [number] new applications for the program were received.
During the 2nd Quarter _0__ participants left the program due to [state reasons] ________.

During the 3rd Quarter, a total of _0___ [number] new applications for the program were received.
During the 3rd Quarter _0__ participants left the program due to [state reasons] ________.

During the 4th Quarter, a total of __0__ [number] new applications for the program were received.
During the 4th Quarter _0__ participants left the program due to [state reasons] ________.


The 55-a Coordinator has achieved the following goals:

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

2.  __55-a information has been posted on the bulletin board of the Human Resources office. ______________

3.  ___________________________________________________________________________________



VI. SELECTION (HIRING AND PROMOTION)

Please review Section VI of your Annual Plan and describe your activities for this quarter below:

	Please list additional Selection Strategies and Initiatives which you set/declared in your FY 2021 Diversity and EEO Plan (include use of structured interview, EEO or APO representatives observing interviews, review of placements, review of e-hire applicant data)
	Please describe the steps that your agency has taken to meet the Selection (Hiring and Promotion) Goal(s) set/declared in your plan.
	


Q1
Update

	


Q2
Update

	


Q3
Update

	


Q4
Update


	Career Counseling: Advising employees of opportunities for promotion and career development; Notification of promotion/transfer opportunities
☒ Review policies, procedures, and practices related to hiring (including vacancy announcements, use of certification lists, and the selection process for mission critical occupations).
☒ Promote employee awareness of opportunities for promotion and transfer within the agency.
☒ Arrange for agency wide notification of promotional and transfer opportunities.
☒ Encourage the use of training and development programs to improve skills,
     performance and career opportunities. 
☒ Provide information to staff on both internal and external Professional Development training sources. 
☒ Explain the civil service process to staff and what it means to become a permanent civil servant. 
☒ Provide technical assistance in applying for upcoming civil service exams. 

☒ Provide agency staff with citywide vacancy announcements, civil service exams notices
      and other career development information.
☒  Assist employees and Job Training Program participants in assessing and planning to develop career paths.
☒ Provide resources and support for:
☒ Targeted job searches 
☒ Development job search strategies 
☒ Resume preparation 
☒ Review of effective interview techniques
☒ Review of techniques to promote career growth and deal with change 
☒ Internship exploration
	

Ongoing.  

We have spent more time with individual bureaus reviewing hiring practices and assisting them in implementing best practices more effectively.  We sent more managers and supervisors to training sessions.  We sent individual employees to training sessions to improve their performance and give them better opportunities for internal advancement.



	☐ Planned           
☐ Not started
☒ Ongoing
☐ Delayed
☐ Deferred
☐ Completed

	☐
☐
☒
☐
☐
☐

	☐
☐
☒
☐
☐
☐

	☐
☐
☒
☐
☐
☐


	Reviewing the methods by which candidates are selected for promotion or to fill vacancies (new hires), especially for mid- and high-level discretionary positions
☒ Review, revise and/or develop a protocol for in-title promotions and salary increases.
☒ Assess the criteria for selecting persons for mid-level to high level positions.
☒ Publicly post announcements for all positions, including senior level positions.
☒ Actively reach out to networks of underrepresented groups as part of its outreach.
☒ Ensure that hiring managers are trained in structured interviewing techniques to avoid unintentional biases in the hiring process.  
☒ Assess the manner in which candidates are selected for employment, to determine
	whether there is any adverse impact upon any particular racial, ethnic, disability, or   gender group.
☒ If adverse impact is discovered, determine whether the 
	criteria being utilized are job-related. If the criteria are not job-related, the agency will discontinue using that method.  
☒ Compare the demographics of current employees to the placements.   
☒  Ensure promotion justification is included in all promotion requests.
☒ Review the demographics race\ethnicity and gender for those who received the 
	promotion\salary raises.
	


Ongoing.  

We have spent more time with individual bureaus reviewing hiring practices and assisting them in implementing best practices more effectively.  We sent more managers and supervisors to training sessions.  We sent individual employees to training sessions to improve their performance and give them better opportunities for internal advancement.


	☐ Planned           
☐ Not started
☒ Ongoing
☐ Delayed
☐ Deferred
☐ Completed

	☐
☐
☒
☐
☐
☐

	☐
☐
☒
☐
☐
☐

	☐
☐
☒
☐
☐
☐


	Reviewing the methods by which candidates are selected for promotion or to fill vacancies (new hires) filled through civil service lists


	
Ongoing.  

We have spent more time with individual bureaus reviewing hiring practices and assisting them in implementing best practices more effectively.  We sent more managers and supervisors to training sessions.  We sent individual employees to training sessions to improve their performance and give them better opportunities for internal advancement.




	☐ Planned           
☐ Not started
☒ Ongoing
☐ Delayed
☐ Deferred
☐ Completed

	☐
☐
☒
☐
☐
☐

	☐
☐
☒
☐
☐
☐

	☐
☐
☒
☐
☐
☐


	Describe the role of agency EEO Officer and other EEO staff in the selection of candidates for appointment or promotion (pre- and post-appointment)
PRE-SELECTION:
☒ Collaborate with the Director of Human Resources to ensure that an updated listing of sources for diverse applicants, including schools and professional organizations, is maintained. 
☒ Actively monitor agency job postings.
☒ Assist the hiring manager if a reasonable accommodation is requested during the interview. 
☒ May observe interviews when necessary, especially for underutilized job titles and/or mid- and high-level discretionary positions. 

POST-SELECTION:
☒ Periodically review candidate evaluation forms and conduct a job applicant analysis via the NYCAPS eHire Applicant Interview Log reports to advise Human Resources of any demographic trends and/or EEO concerns based on available self-ID data.
	
Ongoing.  

We have spent more time with individual bureaus reviewing hiring practices and assisting them in implementing best practices more effectively.  We sent more managers and supervisors to training sessions.  We sent individual employees to training sessions to improve their performance and give them better opportunities for internal advancement.

	☐ Planned           
☐ Not started
☒ Ongoing
☐ Delayed
☐ Deferred
☐  Completed

	☐
☐
☒
☐
☐
☐

	☐
☐
☒
☐
☐
☐

	☐
☐
☒
☐
☐
☐


	Analyzing the impact of layoffs or terminations on racial, gender and age groups 
☒ The agency will use the DCAS Layoff Procedure as guidance, should there be any layoffs, terminations and demotions due to legitimate business/operational reasons in FY 2021. 
☒ The agency will analyze the impact of layoffs or terminations on racial, gender, age groups, and people with disabilities.
☒ Where layoffs or terminations would have a disproportionate impact on any of these groups, the agency will document that the targeted titles or programs were selected based on objective criteria and justified by business necessity.
	

Ongoing.  



	☐ Planned           
☐ Not started
☒ Ongoing
☐ Delayed
☐ Deferred
☐  Completed

	☐
☐
☒
☐
☐
☐

	☐
☐
☒
☐
☐
☐

	☐
☐
☒
☐
☐
☐


	Other:
	
	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☐  Completed

	☐
☐
☐
☐
☐
☐

	☐
☐
☐
☐
☐
☐

	☐
☐
☐
☐
☐
☐


	During this Quarter the Agency activities included:


			# of Vacancies
# of New Hires  All info from DCAS (includes interns & fellows)
		# of New Promotions 
	# _____
# _____
# _____

	# _____
# __20_
# ___3_

	# _____
# __7_
# __7_

	# _____
# __56__
# __3___








VII. TRAINING

[bookmark: _Hlk530067472]Please provide your training information in Part II of the report “DIVERSITY AND EEO TRAINING SUMMARY” (in MS Excel).
See Part II “COMPTROLLER Quarter 4 FY2021 DEEO Training Summary.”

VIII. 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

Please note: The Agency follows all of the Reasonable Accommodation protocols detailed in the Annual Plan. As a non-Mayoral agency, the Comptroller’s Office does not put Reasonable Accommodation activity in the DCAS tracking system. 



IX. COMPLIANCE AND IMPLEMENTATION OF REQUIREMENTS UNDER EXECUTIVE ORDERS AND LOCAL LAWS


A. EXECUTIVE ORDER 16:  TRAINING ON TRANSGENDER DIVERSITY AND INCLUSION
Please provide E.O. 16 Training Information in Part II of the report “DIVERSITY AND EEO TRAINING SUMMARY” (in MS Excel).
See Part II “COMPTROLLER Quarter 4 FY2021 DEEO Training Summary.”

B. LOCAL LAW 92:  ANNUAL SEXUAL HARASSMENT PREVENTION TRAINING
Please provide Sexual Harassment Prevention Training Information in Part II of the report “DIVERSITY AND EEO TRAINING SUMMARY” (in MS Excel). See Part II “COMPTROLLER Quarter 4 FY2021 DEEO Training Summary.”

C. LOCAL LAW 97:  ANNUAL SEXUAL HARASSMENT REPORTING 
[bookmark: _Hlk25754219]The Comptroller’s Office will ensure that complaints are closed within 90 days, and we will provide any required data to DCAS – but the Agency is not part of the DCAS Citywide Complaint Tracking System. As a non-Mayoral agency, we do track and provide updated information as required. 

	☐ The agency has entered the sexual harassment Complaint Data in the DCAS Citywide Complaint Tracking System and updates the information as they occur.
	Q1   ☐		 Q2   ☐		 Q3   ☐		 Q4   ☐

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

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


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





D. LOCAL LAW 101:  CLIMATE SURVEY

Please provide a short description of your efforts to analyze the results of climate survey in your agency.
The Agency, in collaboration with DCAS, conducted a climate survey in FY 2021 by distributing the questionnaire link to employees. The Agency will analyze the results of the response data sent by DCAS. The Agency will continue to implement initiatives identified in the 2018 Climate Survey Action Plan which was submitted to DCAS and reported to City Council Speaker in 2020.

	Describe any follow-up measures taken to address the results of the climate survey:


___________________________________________________________________________________________________________









X. AUDITS AND CORRECTIVE MEASURES

Please choose the statement that applies to your agency. 

☒ The agency is NOT involved in an audit conducted by NYC 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 NYC EEPC or the other auditing agency.

	☐ The agency has submitted or will submit to OCEI an amendment letter, which shall amend the agency plan for FY 2021.






APPENDIX: THE OFFICE OF THE NEW YORK CITY COMPTROLLER EEO PERSONNEL DETAILS

EEO PERSONNEL FOR Q4, FISCAL YEAR 2021


A. PERSONNEL CHANGES

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

	
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:

	NOTE:  Please attach CV/Resume of new staff to this report

	For New EEO Professionals:

	
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)

	Proportion of Time Spent on EEO Duties
	☐  100%		☐  Other: (specify %):
	☐  100%		☐  Other: (specify %):
	☐  100%		☐  Other: (specify %):

	Completed Trainings:
EEO Awareness
Diversity & Inclusion
lgbTq: The Power of Inclusion
Sexual Harassment Prevention
Unconscious Bias
	 ☐  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

	Training Source(s):
	☐  DCAS	 ☐  Agency	☐  Other
	☐  DCAS	 ☐  Agency	☐  Other
	☐  DCAS	 ☐  Agency	☐  Other





B. CONTACT INFORMATION (Please list ALL current EEO professionals)
While the EEO Officer is dedicated to and responsible for all EEO-related matters in the Agency, she also has a non-EEO role in the Comptroller’s office – as do all of the staff members listed below.

DIVERSITY AND EEO STAFFING IN OFFICE OF THE NYC COMPTROLLER AS OF    Q4 FY 2021 *

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

	
	
	
	
	
	

	EEO Officer/Director
	Diane Jones Randall
	Confidential Strategy Planner
	60%
	drandal@comptroller.nyc.gov
	212-669-3692

	Deputy EEO Officer
	
	
	
	
	

	ADA Coordinator 
	Diane Jones Randall
	Confidential Strategy Planner
	60%
	drandal@comptroller.nyc.gov
	212-669-3692

	Disability Rights Coordinator
	Diane Jones Randall
	Confidential Strategy Planner
	60%
	drandal@comptroller.nyc.gov
	212-669-3692

	Disability Services Facilitator
	Diane Jones Randall
	Confidential Strategy Planner
	60%
	drandal@comptroller.nyc.gov
	212-669-3692

	55-a Coordinator 
	Diane Jones Randall
	Confidential Strategy Planner
	60%
	drandal@comptroller.nyc.gov
	212-669-3692

	Career Counselor
	Amedeo D’Angelo
	Administrative Staff Analyst
	20%
	adangel@comptroller.nyc.gov
	212-669-2223

	EEO Counselor
	Sherry Williams-Nisbett
	Administrative Manager (NM)
	10%
	swillia@comptroller.nyc.gov
	212-669-7384

	EEO Investigator
	
	
	
	
	

	EEO Counselor\ Investigator 
	
	
	
	
	

	Investigator/Trainer
	
	
	
	
	

	EEO Training Liaison
	Naomi Clifford
	Administrative Staff Analyst (NM)
	20%
	ncliffo@comptroller.nyc.gov
	212-669-7792

	MWBE Diversity /Inclusion Officer
	Wendy Garcia
	Research & Liaison Coordinator
	100%
	wgarcia@comptroller.nyc.gov
	212-669-3538


* 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.     
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