EQUAL EMPLOYMENT PRACTICES COMMISSION

SUMMARY COMPLIANCE REPORT

Agency: Office of the Special Narcotics Prosecutor

Agency Head: Bridget G. Brennan, Special Narcotics Prosecutor
EEO Officer: Thomas G. Van Noy

Audit Period: January 1, 2005 - June 30, 2006

Date of Preliminary Determination Letter: July 12, 2007

Date of Response Letter: ' ‘ September 5, 2007

Date of Final Determinations Letter: . Septemberi 7, 2007
Compliance Imitiated: January 2008

Compliance Completed: : June 2008

Covering Months: _ December 2007 - May 2008

Date: October 23, 2008

: Pursuant to the findings and recommendations of the Equal Employment Practices

Commission’s (EEPC) Audit of Compliance by the Office of the Special Narcotics Prosecutor
(OSNP) with the City’s Equal Employment Opportunity Policy (EEOP), the EEPC initiated
Audit Compliance with the OSNP i January 2008. The OSNP’s final Monthly Compliance
Report was submitted on June 18, 2008. Additional information was submitted on October 6,

2008.

All seventeen required actions were completed or accepted. The following is a summary of
the compliance reports: :

1. The OSNP should distribute ali of its EEQ Policies to employees at least annually.

The OSNP said that it will distribute all of its EEQ Policies to employees on an annual basis. It
submitted to the EEPC copies of all Policies distributed in 2008.

The required action was completed in June 2008.




2. The OSNP should follow-up on its pledge and issue a Dlscrlmmation Complaint
Procedure.

The OSNP submitted to the EEPC a copy of its Discrimination Complaint Procedure, which was
distributed on June 18, 2008.

The required action was completed in June 2008.

3. The OSNP should amend its “Reasonable Accommodation Procedure” to indicate who
to contact regarding a reasonable accommodation and how to make such a request.

The OSNP submitted to the EEPC a copy of its amended “Reasonable Accommodation
Procedure,” which was distributed on February 15, 2008.

The required action was completed in February 2008.

4. The OSNP should distribute the EEQ Policy Handbook, “Abour EEO What You May
Not Know,” to all current and new employees

The OSNP said that on October 8, 2007 it distributed the EEQ Policy Hémdbook: “About EEO:
What You May Not Know” to staff. It submitted a copy to the EEPC.

" The required action ‘was completed in Qctober 2007.

5. The OSNP should follow sectidn VB of the CityWide EEQ Policy and ensure that its
EEQO policies are available in formats accessible to applicants and employees with
disabilities (e.g., large print, audio cassette or Braille).

The OSNP said that it has made available its EEO Policies in large print format for applicants
and employees with disabilities. It submitted sample pages to the EEPC.

The required action was completed in February 2008.

6. The OSNP should ofﬁéially appoint a Disability Rights Coordinator and notify staff
about that individual.

The OSNP appointed thé EEOQ officer as the Disability Rights Coordinator. It informed staff
through the EEO policy distribution on October 8, 2007.

The required action was completed in October 2007.

7. The agency should participate in the Section 55-A Program. At a minimum, the
agency shouid obtain and distribute Program brochures issued by the DCAS.

The OSNP said that on August 9, 2007 it distributed the Section 55-A Program brochures to
staff.

The required action was completed in August 2007,




8. To ensure that there are EEQ professionals not of the same gender available to
investigate discrimination compliaints, the agency should appoint a person of a
different gender than the EEO officer and provide that individual with appropriate

EEOQO training.

The OSNP stated that it has FEO professionals not of the same gender available to investigate
discrimination complaints: Mr. Thomas G. Van Noy, recently appointed EEO Officer and Ms.
Beatrice Miller (former EEO Officer), recently appointed EEQ Counselor. Mr. Van Noy
completed the DCAS training for EEO professionals on September 23, 2008. He submitted to
the EEPC a copy of his certificate of completion.

The required action was completed in September 2008.

9. The EEO officer should maintain and update a monthly EEOQ complaint log to indicate
the monthly status of internal and external complaints.

The OSNP said that there have not been any complamts during the compliance period. It
submltted a copy of a blank complaint log. '

The required action was accepted in F ebruary 2008.

10. The OSNP should develop a plan, which includes a timeframe, to train all existing and
- new employees (supervisors and non-supervisors) en EEO.

The OSNP stated that all employees received EEO traming in October 2007 and March 11 and
18, 2008. It submitted to the EEPC copies of the sign-in sheets.

The required action was completed in March 2008.

11. Itis the Commission’s position that appropriate documentation of meetings and other
communications between the EEQO officer and the agency head or direct report to the
-agency head regarding EEO decisions should be maintained.

The OSNP stated that the EEO officer has created a folder on his local hard drive and a hard
copy in a file cabinet, in which he keeps a record of any communications with the agency head
with regard to EEO decisions. It submitted to the EEPC a copy of minutes of a meeting.

The required action was completed in April 2008.

12. In order to show the reporting arrangement of the EEO officer and other staff within
the various levels of the organization, the OSNP should develop an organization chart
to delineate its organizational structure.

The OSNP submitted to the EEPC a copy of its updated organizational chart.

The required action was completed in September 2007.




13. The OSNP should develop a plan, which includes a timeframe, to provide structured
interview training to personnel inveolved in the recruitment and hiring process.

The OSNP provided structured interview training to personnel involved in the recruitment and
hiring process on March 18, 2008. It submitted to the EEPC copies of the sign-in sheets.

The required action was completed in March 2008.

14. All staff, managerial and non-managerial, should receive an annual performance
evaluation.

The OSNP stated that it currently evaluates the non-managerial and all legal staff. It has
developed a non-legal managerial staff evaluation form and will perform evaluations before the
end of the current calendar year. It submitted to the EEPC a copy of the form.

The response to the required action was acceptéd in June 2008.

15. Evaluations for managerial staff should include their EEO performance,

The OSNP said that the non-legal managerial form includes a section for EEO performance/
compliance. It submitted to_the EEPC a copy of the form.

The response to the required action was accepted in June 2008.

16. The OSNP should appoint an EEO eofficer who is not involved in setting or
implementing human resources policies.

The OSNPrappointed Mzr. Thomas Van Noy as the EEO Officer. His other title is Deputy
Administrative A.ID.A_; he is not involved in setting or implementing human resources policies.

The required action was completed in December 2007. -

17. The OSNP’s District Attorney should disseminate an agency-wide memorandum to
discuss audit findings. '

The attached memorandum from Special Narcotics Prosecutor Bridget G. Brennan was
distributed on February 15, 2008.

The required action was completed in February 2008.

Recommendation

Based on the above information, we recommend that the Equal Employment Practices
Commission issue a Letter of Completion of Compliance to Special Narcotics Prosecutor Bridget
G. Brennan, informing her that the OSNP has implemented the recommended corrective actions
to the Commission’s satisfaction.



Attachment

Respectfully Submutted,
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"Michelle Marecheau-Antome
Senior Auditor/ Compliance Officer

Abraham May, Jr.
Executive Director.~



