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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. 
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Part I:  Narrative Summary 
 
 

I. Commitment and Accountability Statement by the Agency Head 
 

Distributed to all agency employees? ☒ Yes, On (Date): __7/30/22______________ ☐ 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, 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: 
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III.  Workforce Review and Analysis 
 

I. Agency Headcount as of the last day of the quarter was: 
 
Q1 (9/30/2022):  __________  Q2 (12/31/2022):  ___961_______  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): ____11/24/2022____________ ☐ Yes   again on (Date): ________________ ☐ No   

 

☐ NYCAPS Employee Self Service (by email; strongly recommended every year)  ☐ Agency’s intranet site 

☐ Newsletters and internal Agency Publications      ☒ On-boarding of new employees 
 

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

 

☒ Yes  On (Dates): 

 
   Q1 Review Date:   _______   Q2 Review Date:  __10/26/22________   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 
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IV. 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: 
  
Please list the Workforce Goal(s) included in Section IV:  Diversity, Equity, Inclusion and EEO Initiatives for FY 2023, which you set/declared 
in your FY 2023 Diversity, Equity, Inclusion and EEO Plan (e.g., underutilization, workforce planning, succession planning and diverse 
applicant pool, among others). 

 
1. Promote employee engagement in training, civil service examinations, working groups, and other educational opportunities to increase 

employee retention professional and development. 
 

❖ 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? 
 
▪ NYC Mayor’s Graduate Scholarship Program Announcement: All staff were reminded to apply. This competitive scholarship program 

offers partial scholarships in a wide variety of fields such as Computer Science, Education, Business, Public Administration, and other 
profession-specific programs. 
 

▪ New Civil Service Career Opportunities from NYS Announcement: All staff received notice via the agency Intranet of the Professional 
Career Opportunities (PCO) test recently released by the NYS Department of Civil Service recently released the Professional Career 
Opportunities (PCO) test.  

 
▪ Probation Officer Filing Period Announcement:  DOP announced the opening of the Probation Officer Exam filing period.  

 
▪ Monroe College Corporate Partnership Grant Announcement: All staff received notice of the Monroe College’s exclusive 20% tuition 

reduction to help employees receive their educational goals through on-campus, online, and virtual classes. 
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▪ Tools to Create and Inclusive 
 

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. Promote workforce & succession planning opportunities. 

 
❖ 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? 

 
▪ NYCERS Seminar: All staff received an invitation to the Tuesday, October 4, 2022, NYCERS seminar for prospective Members of the New 

York City Employees’ Retirement System (NYCERS) to learn the Top 10 Reasons to join NYCERS and hear all about the benefits a 
membership offers, including lifetime pension, death benefits, buyback, loans, and more. 

 

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. Increase a diverse applicant pool. 
 

❖ 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? 

 
▪ City Agency Training for Advertisement Campaigns: DOP’s Communications Team took the November 2, 2022, City Agency Training for 

Advertisement Campaigns hosted by the Mayor’s Office of Ethnic & Community Media. 
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▪ Fall 2022 Multi-Ethnic Media Campaign: DOP’s “Be Part of Our Story” campaign advertised across in multiple languages across range of 

multi-ethnic media sources including Spanish (Sources: El Diario, El Correro, and El Espcecialito), Chinese (Sources: Chinese World Journal 
and Sing Tao), Bengali (Sources: Chalaman NY, and Thinkana News), Russian (Sources: Verchernity New York, and Russkaya Reklama),  
Polish (Sources: White Ragle News, and Nowzy Dziennik), Hatian (Sources: Haitian Times) and Urdu (Sources: Urdu Times). 
 

▪ Fall 2022 Social Media Campaign: DOP’s “Be Part of Our Story” recruitment campaign also rand on social media including Facebook, 
Instagram, and LinkedIn. 

 

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. 

 
▪ The EEO Officer reviewed the agency’s underutilization identified through quarterly workforce reports with the Associate Commissioner 

of Human Resources and Deputy Commissioner of Administration.  
 

▪ “Managers” and “Paraprofessionals” of Asian ethnicity continues to be the only categories of underutilization identified in the Q2 
Workforce Report. 

 
▪ The EEO Officer and Human Resources staff continued to brainstorm ways to address underutilization in this category. Efforts to address 

underutilization in these categories will be the focus of Q3 actions including the upcoming February 2022 NYS Job Fair and ongoing 
advertisements to Chinese media outlets. 
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B. Workplace: 
 
Please list the Workplace Goal(s) included in Section IV: Diversity, Equity, Inclusion and EEO Initiatives for FY 2023, which you set/declared 
in your FY 2023 Diversity, Equity, Inclusion and EEO Plan (e.g., job satisfaction/engagement surveys, exit interviews/surveys, and 
onboarding surveys). 
 

1. Supporting employee led activities that embrace diversity, equity and inclusion 
 

❖ 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 following events were employee led activities that embraced diversity, equity, and inclusion. 

o South Bronx NeON: Domestic Violence Awareness Month Event, October 27, 2022 
o Adult Operations: Holiday Door Decorating Competition 
o Holiday Toy Drives for Probation Clients & Communities 
o South Bronx NeON: Anti-Gun Violence Event - Stop the Negative Recordings, One Message, Many Voices 

 

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. Recognizing staff achievements and years of service. 
  
❖ 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 following staff received agency recognition for their achievements 

o Branch Chief Natasha Segers received the "Unsung Phenomenal Woman" Award  
o DOP IT Team received the 2022 Citywide Excellence in Customer Service Award 
o DOP employees with 10+ years of service received commemorative medals for their years of service at the agency “Stars of 

Probation” end of the year event. 
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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. Ensuring that all staff are trained and adhere to Equal Employment Opportunity policies and practices. 
 

❖ 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? 

 
▪ EEO, APO, Personnel and other staff were invited and/or attended the following EEO trainings: 

o Mayor’s Office of Immigrant Affairs’ Language Access Coordinator Fall Convening: Agency Best Practices 
o MOPD & DCAS Citywide Disability-Inclusive Recruitment and Retention Training 

 
▪ EEO, APO, Personnel received “Tools to Create an Inclusive Culture” highlighting National Disability Month and free resources to help 

build disability inclusion and improve overall employee well-being. 
 

  

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. Informing employees of their rights and protections under the New York City EEO Policy. 
 

❖ 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? 

 
▪ Citywide Equity & Inclusion New EEO Policy Handbook: Updated existing Intranet EEO page with the newly published EEO Policy 
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Handbook: What To Know About Equity, Inclusion, and EEO. It replaces the outdated booklet “About EEO: What You May Not Know.” 
 

▪ Distributed individual copies of the policy upon receiving EEO inquiries. 
  

 

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. 
 
▪ Hanukkah Intranet Posting: “Happy Hanukkah! Wishing you peace and light this holiday.” (Dec. 2022) 

 
▪ Kwanzaa: Happy Kwanzaa! “Celebrating the cultural and spiritual heritage of Black New Yorkers and African Americans…” (Dec. 2022) 

 
▪ Thanksgiving Parade Ticket Lottery + Messages:  All-staff received a Thanksgiving message and announcement of the Thanksgiving Day 

Parade tickets featuring stories of employees’ holiday and cultural experiences. (Nov. 2022) 
 

▪ LGTBQ+ Training: EEO & DEI staff attended the Virtual NYS LGBTQI+ Endorsement for Domestic Violence Programs Learning Exchange 
(Oct. 2022) 

 
▪ Diwali the Festival of Light Intranet Posting: Recognizing the holiday celebrated by Hindus, Sikhs, Jains, and Buddhists including a DOP’s 

message “Wishing everyone who is celebrating a wonderful festival filled with joy and light. 

C. Community: 
 
Please list the Community Goal(s) included in Section IV:  Diversity, Equity, Inclusion and EEO Initiatives for FY 2023, which you set/declared in 
your FY 2023 Diversity, Equity, Inclusion and EEO Plan (e.g., community outreach and engagement, M/WBE participation and customer 
satisfaction surveys). 
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1. Continuing to work collaboratively with and within NeON communities to find good solutions to complex problems. 

 
❖ 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?  
 
▪ Nutrition Kitchens:  DOP NeON Nutrition Kitchen’s across all give boroughs partner with community-based organizations and the Food 

Bank of New York to distribute thousands of holiday meals to families in need including turkeys, chicken roasters, and healthy side dishes.  
and community partners holiday cheers, meals, and Turkey’s to families across the city. 
 

▪ Book & Toy Drive: DOP partners with United Healthcare, the United Probation Officers Association (UPOA), Metro Plus and community 
members to collect and distribute holiday books and toys for probation clients, families, and communities. 

 
▪ NeON Work’s Trainings: DOP’s NeON Works initiative hosted free trainings all month for probation youth and communities including Food 

Protection Introduction, Career Options After High School: Exploring Military, Trade School, and Job Pathways, Mindful Movement’s, and 
more. 
 

▪ The People's Money Event: DOP’s ACE (Anyone Can Excel) team invites clients and community members the “People’s Money” which is 
NYC’s first citywide participatory budgeting program. New Yorkers regardless of citizenship status were invited to provide ideas on how to 
spend $5 million to make their city better. The event was sponsored and co-organized by the International Child Program (ICP) whose 
founder, Electra Weston, serves as a NeON stakeholder. 

 

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. Ensuring that community events are inclusive and accessible to the public.  
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❖ 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?  

 
▪ Ensured that all events were accessible and/or accessibility services were available. 

 
▪ Ensured that agency sponsored-event flyers included instructions to contact DOP’s Disability Rights Facilitator regarding requests for 

accessibility or language interpretation services. 
 

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. Engaging M/WBEs with DOP services and community events. 

 
❖ 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?  
 
▪ An M/WBE vendor was awarded the agency’s contract for Pre-Employment Psychological Testing.  

 
▪ DOP continued to include M/WBE vendors in procurement practices. 

 
 

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   
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❖ 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. 

 
 
▪ NeON Arts Grant Application:  DOP’s NeON Arts initiative sought artists and arts organizations to implement arts projects in seven 

neighborhoods across New York City. The program provides grants of up to $23,000 to create projects that engage youth and community 
members in arts programming in their neighborhoods. Artists and participants collaborate on creative projects in a variety of disciplines, 
including dance, music, theater, visual arts, poetry, and digital media. Grant winners are selected by the local NeON stakeholder groups 
that comprise DOP clients, DOP staff, community members, and local, organizational, business, and cultural leaders. 
 

▪ HSE Classes Coming to the Bed-Stuy NeON!: DOP began recruiting students for the launch of the Bedford-Stuyvesant NeON HSE Class 
where clients and community members, ages 17 -21,  can take on-site classes in preparation for obtaining their High School Equivalency 
Diploma.  

 
D. Equity, Inclusion and Race Relations Initiatives: 

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

 
1. DOP will continue to share events related to race and inclusion including age inclusivity, non-traditional minority inclusion initiatives, disability 

rights, and engagement of traditional and older employees in inclusion efforts and discussion forums. 
 
❖ 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? 
 
▪ LGBTQ+ Latinx Equity CityTalk Panel: All-staff were invited to  the LGBTQ+ Latinx Equity CityTalk Panel hosted by  the Unity Project, in 

partnership with the Department of Citywide Administrative Services (DCAS) in recognition of LGBTQ+ History month and Latinx Heritage 
month. The panel discussion centered on the LGBTQ+ Latinx community, intersectionality, diversity, equity, and inclusion. 
 

▪ NYC Domestic and Gender-Based Violence Workplace Policy (Policy): All staff received notice of Executive Order 85 NYC 
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Domestic and Gender-Based Violence Workplace Policy (Policy). 
 

 

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. 

V. Recruitment 

A. Recruitment Efforts 

Please list Recruitment Initiatives and Strategies which you set/declared in your FY 2023 Diversity, Equity, Inclusion and EEO Plan (e.g., 
targeted outreach and outreach, diversity recruitment, social media presence, where jobs are posted, EEO and APO collaboration, 
evaluation of best recruitment sources, structured interview training and unconscious bias training).  

 

1. Review underutilization in job groups to inform recruitment efforts. 
 

❖ 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 EEO Officer discussed the agency’s the Q2 Workforce Report underutilization data with the Associate Commissioner of Human 

Resources and Deputy Commissioner of Administration.  
 

▪ “Managers” and “Paraprofessionals” of Asian ethnicity are the only categories of underutilization identified in the Q2 Workforce Report. 
 
▪ The EEO Officer and Human Resources staff continued to brainstorm ways to address underutilization in this category. 
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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. Identify resources to bolster efforts aimed at increasing the effectiveness of diversity recruitment. 
 

❖ Please describe the steps that your agency has taken to meet these initiatives/strategies. 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  
 

 
▪ DOP identified incoming college level interns and existing college aides as a source of potential applicants who may increase the 

agency’s diversity. 
 

▪ DOP registered to serve as a participating agency in the forthcoming NYC Government Job Fair hosted in partnership by the NYC 
Department of Citywide Administrative Services (DCAS), DC37, AFCME, and AFL-CIO. 
 

3. Put in place an operating, up-to-date, accessible website related to EEO protection and rights. 
 

❖ Please describe the steps that your agency has taken to meet these initiatives/strategies. What steps were taken to evaluate 
effectiveness of these actions? 
  
▪ DOP updated the agency’s website with the most recent copy of the NYC EEO policy. 
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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.  Assess agency job postings to ensure new diversity, inclusion, and equal opportunity employer messaging is included. 
 

❖ 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 EEO officer ensured job posting included EEO messaging. 

 

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  
 

5.  Post ALL vacancies on NYC Careers. 
 

❖ Please describe the steps that your agency has taken to meet these initiatives/strategies. What steps were taken to evaluate 
effectiveness of these actions? 
 
▪ Human Resources ensured all vacancies were posted to NYC Careers. 
  

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  
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6.   Ensure that agency personnel involved in both the discretionary and the civil service hiring process have received EEO training including, 
Structured Interviewing Training, Unconscious Bias Training, and Everybody Matters EEO and Diversity and Inclusion Training. 

 

❖ Please describe the steps that your agency has taken to meet these initiatives/strategies. What steps were taken to evaluate 
effectiveness of these actions? 
 
▪ DOP is in the process of ensuring that personnel involved in both the discretionary and the civil service hiring process have received EEO 

training including, Structured Interviewing Training, Unconscious Bias Training, and Everybody Matters EEO and Diversity and Inclusion 
Training. 

  

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.] 
 
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 ___ 
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2. Public Service Corps Total:0 
 

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

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

3. Summer College Interns Total:  

 

Race/Ethnicity* [#s]: Black___ Hispanic__ Asian/Pacific Islander__ Native American __ White__ Two or more Races___ 
 
Gender* [#s]: M ___ F __ N-B ___ O ___ U ___ 

 
4. Summer Graduate Interns Total: ___ 

 

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 (Fall Interns) Total: 18 

Race/Ethnicity* [#s]: Black_4__ Hispanic__7_ Asian/Pacific Islander__3_ Native American__3_ White___ Two or more Races___ 
 
Gender* [#s]: M _4__ F _14__ N-B ___ O ___ U ___ 

Additional comments:  

 
C. 55-A Program 

 

The agency uses the 55-a Program to hire and retain qualified individuals with disabilities.                ☒ Yes  ☐ No  
 
Currently, the agency employs the following number of 55-a participants: 
 
Q1 (9/30/2022):  ______  Q2 (12/31/2022):  _____0_____  Q3 (3/31/2023):  __________  Q4 (6/30/2023):  __________ 
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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 __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 ____ [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., 
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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? 
 
▪ All staff received email announcements of civil service exams notices and other career development information.  
▪ The Career Counselor ensures employee awareness of opportunities for promotion and transfer within the agency.  
▪ Agency staff are also encouraged to use training and development programs to improve skills, performance, and career opportunities.  
▪ DOP’s Career Counselor is also available to staff for consultations regarding career options. 

 
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 Assistant Commissioner for Human Resources monitored the representativeness and fairness of the selection and appointment 

process, vacancy posting protocols, training of hiring managers, procedures for interviewing applicants.  
 

▪ The Executive Cabinet reviewed and analyzed the demographics race\ethnicity and gender for those who received the promotion\salary 
raises to ensure such practices are equitable.  

 
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). 
 
Pre-Selection: 
▪ The EEO Officer ensured that all vacancy announcements include the revised NYC EEO and Anti-Discrimination Statement.  
▪ The EEO Officer actively monitored agency job postings and ensure recruitment strategy aligns with the diversity goals of the agency. 
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Post Selection: 

▪ The EEO Officer received and reviewed candidate evaluation forms. 
 

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

 
5.    Other: 

 

During this Quarter the Agency activities included: # of Vacancies  # of New Hires # of New Promotions 

        Q1    # _____      # _____     # _____ 

Q2    # __140___      # ___20__     # ___0__ 

Q3    # _____      # _____     # _____ 

Q4    # _____       # _____       # _____ 

 

VI. Training 
 

Please provide your training information in Part II of the report “Diversity, Equity, Inclusion and EEO Training Summary” (in 
MS Excel). 
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VII. 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. Compliance and Implementation of Requirements Under Executive Orders and Local Laws 
 

 

A. Local Law 92:  Annual Sexual Harassment Prevention training 
 

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

 
B. Local Law 97:  Annual Sexual Harassment Reporting 

 
☒ The agency has entered the sexual harassment Complaint Data in the DCAS Citywide Complaint Tracking System and updates the 

information as they occur. 

    Q1   ☐   Q2   ☒   Q3   ☐   Q4   ☐ 
 

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

 

☒ The agency ensures that complaints are closed within 90 days.  
 
Report all complaints and their disposition in the DCAS Citywide Complaint/Reasonable Accommodation Tracking System by logging into 
your CICS Account at:  https://mspwva-dcslnx01.csc.nycnet/Login.aspx 

 

https://mspwva-dcslnx01.csc.nycnet/Login.aspx
https://mspwva-dcslnx01.csc.nycnet/Login.aspx
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C. Executive Order 16:  Training on Transgender Diversity and Inclusion 
 

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

 
D. Local Law 101:  Climate Survey 

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

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

 
1. Increase employees’ familiarity with the EEO Policy. 
 
❖ Please describe the steps that your agency has taken to meet these goals. What steps were taken to evaluate effectiveness of these 

actions? 
 
▪ The EEO Officer, Human Resources and/or Communications team shared events and opportunities that further diversity, equity, and 

inclusion to staff including senior executives, managers, interns, consultants, etc. through the agency intranet and/or all-staff email 
list-serve. 

 
2. Improve the EEO Office’s visibility to the workforce. 
 
❖ 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, Human Resources and/or Communications team continued issued announcements of DCAS and other EEO related 

training opportunities to staff including, senior executives, managers, interns, consultants, etc. through the agency intranet and/or all-
staff email list-serve. 
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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. 

 
❖ 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 EEO Officer, Human Resources and/or Communications team continued to review and update the agency Intranet and Sharepoint 
resources to improve employee’s knowledge of the EEO complaint process. 

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

workplace. 
 
❖ 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, Human Resources and/or Communications team continued to review and update the agency Intranet and Sharepoint 
resources to increase employees’ understanding of protected rights and prohibition of discrimination, including sexual harassment, in 
the workplace. 

 
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. 
 

❖ 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 ensured that all DCAS training materials related to reporting any violations under the EEO Policy, including 

discrimination and sexual harassment were saved and available to supervisors and managers. 
 

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.   
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❖ 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, Human Resources and/or Communications Unit ensured that all managers and supervisors review and share the 
agency’s EEO Office page including information of who and where to direct employees who may want to discuss a complaint(s) under 
the EEO Policy. 

 
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? 

IX. 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: __EPPC_________________________________. 
  

 ☐ 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. 
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Appendix A: EEO Personnel Details 
 

EEO  Personnel For __2__ Quarter, FY 2023 
 

Personnel Changes 
 

Personnel Changes this Quarter: ☒   No Changes Number of Additions:  Number of Deletions:  
 
Employee's Name & Title 1.  2.  3.  

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

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

 

Employee's Name & Title    

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

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

For New EEO Professionals: 

 
Name & Title 4.  5.  6.  

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

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

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

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

 

Name & Title       

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 %):  
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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. Kenya Lee, EEO Officer, ADA 

Coordinator 
2. Katherine Spaulding  3.  Suzette Mapp 

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 
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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    

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

Please provide full mailing address of the principal Agency EEO Office: 
 

33 Beaver Street, 23rd Floor 
New York NY, 10001 

 

Diversity and EEO Staffing as of _2_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 
Kenya M. Lee  Community 

Coordinator 

35%* klee@probation.nyc.gov 212.510.3862 

Deputy EEO Officer OR 
Co-EEO Officer 

     

Chief Diversity & 
Inclusion Officer 

Katherine Spaulding  Administrative 
Public Information 
Specialist 

5% kspaulding@probation.nyc.gov 212.510.3730 

Diversity & Inclusion 
Officer 

     

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

     

ADA Coordinator 
Kenya M. Lee Community 

Coordinator 

  40% klee@probation.nyc.gov 212.510.3862 
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Disability Rights 
Coordinator 

Kenya M. Lee Community 
Coordinator 

5% klee@probation.nyc.gov 212.510.3862 

Disability Services 
Facilitator 

Kenya M. Lee Community 
Coordinator 

5% klee@probation.nyc.gov 212.510.3862 

55-a Coordinator 
Kenya M. Lee Community 

Coordinator 
5% klee@probation.nyc.gov 212.510.3862 

Career Counselor Suzette Mapp Admin Staff Analyst 25% SMapp3@probation.nyc.gov 212.510.3840 

EEO Counselor 
Shannon Motley PAA 5% SMotley@probation.nyc.gov 212.510.3712 

EEO Counselor 
Kim Mabry Community 

Associate 
5% KimMabry@probation.nyc.gov 212 510 3714 

EEO Counselor 
John Altre Procurement 

Analyst 
5% JAltre@probation.nyc.gov 212 510 3798 

EEO Counselor Geneva Elder Admin Staff Analyst 5% Gelder@probation.nyc.go 212 510 3833 

EEO Investigator      

EEO Counselor\ 
Investigator  

     

Investigator/Trainer      

EEO Training Liaison Kimberly Irby  25% Kirby@probation.nyc.gov 212.510.3869 

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. 


