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Instructions for Filling out Quarterly Reports FY 2025

[NOTE:  These forms are cumulative and designed to retain and preserve information for the entire FY 2025.
For Q1 please copy the goals, programs, and initiatives from your draft of the FY 2025 DEI-EEO plan.  Insert these statements in the corresponding sections of the Quarterly Report below, particularly sections IV, V, and VI.
For Q2, Q3 and Q4, use previous quarter’s submission to update their status, retaining all information for the prior quarters.  You should also add programs and initiatives begun in these quarters even if they were not mentioned in the Annual Plan]

1. Please save this file as “XXXX Quarter X FY 2025 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 2025 DEI-EEO Report.Part II 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.




I. Commitment and Accountability Statement by the Agency Head

[bookmark: _Hlk530066932]Distributed to all agency employees?	☐ Yes, On (Date): _____________	☒ No
						☐ By e-mail
						☐ Posted on agency intranet and/or website
						☐ 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:


· May 21, 2025 – Agency-wide 56th Annual Agency Celebration
· Years of Service Awards
· Outstanding Achievement Awards







III.  Workforce Review and Analysis

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

Q1 (9/30/2024): 403		Q2 (12/31/2024): 454 	Q3 (3/31/2025): 394		Q4 (6/30/2025): 446

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

☐ Yes	 On (Date): __________	☐ Yes (again) on (Date): ________________	☒ No	
☐ NYCAPS Employee Self Service (by email; strongly recommended every year)
☐ Agency’s intranet site 
☐ On-boarding of new employees
☐ Newsletters and internal Agency Publications

III. The agency conducted a review of the quarterly CEEDS reports and the dashboard sent by DCAS 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: 11/01/2024 	Q2 Review Date: N/A	Q3 Review date: 4/03/2025 	Q4 Review date: 5/28/2025
The review was conducted with:

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


IV. EEO, Diversity, Inclusion and Equity Initiatives for FY 2025

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 2025.

A. Workforce:
	
[bookmark: _Hlk530066305]Please list the Goals, Planned Programs, Initiatives, and Actions aimed at Workforce included in Section IV:  Diversity, Equity, Inclusion and EEO Initiatives for FY 2025, which you set/declared in your FY 2025 Diversity, Equity, Inclusion and EEO Plan (e.g., underutilization, workforce planning, succession planning and diverse applicant pool, among others).

1. [Copy the planned Workforce Goal/Program/Action from FY 2025 DEI-EEO plan]

Our agency is committed to enhancing Diversity, Equity, and Inclusion (DEI) and ensuring Equal Employment Opportunity
(EEO) within our workforce. Our goals focus on creating a diverse and inclusive environment that not only reflects the
communities we serve but also leverages the strengths of a varied workforce. We aim to implement strategies that enhance
our workforce composition, improve recruitment and retention efforts, promote equitable opportunities for advancement,
and support professional development.

Our goals are to: 1) achieve a workforce composition that reflects the diversity of New York City; 2) implement inclusive
recruitment practices that attract a diverse pool of candidates; 3) improve employee retention rates by fostering an inclusive
and supportive workplace culture; 4) ensure equitable access to promotional opportunities across all levels of the agency;
and 5) foster continuous learning and growth for all employees to support career advancement.

Through these goals and strategies, our agency aims to create a workforce that is diverse, equitable, and inclusive. We are
committed to building a dynamic environment where all employees can thrive and contribute to our mission. 

Please describe the steps that your agency has taken to meet this goal/initiative. Include actions aimed at the composition of your workforce, recruitment, retention, promotion, and professional development to enhance equity, inclusion, and race relations in an integrated agency workforce. Pay attention to age inclusivity, non-traditional minorities, and engagement of traditional and older employees. A well-balanced, integrated workforce should help 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.  How do you evaluate the effectiveness of these actions?

In FY2025, our strategy to enhance workforce composition included analyzing demographics to identify representation
gaps and developing partnerships with diverse organizations. We conducted exit interviews to understand employee
departures and reviewed our promotion process to ensure clear criteria and address disparities using CEEDS data.

Workforce Goal/Initiative #1 Update:
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.  [Copy the planned Workforce Goal/Program/Action from FY 2025 DEI-EEO plan]

Please describe the steps that your agency has taken to meet this goal/initiative. Include actions aimed at the composition of your workforce, recruitment, retention, promotion, and professional development to enhance equity, inclusion, and race relations in an integrated agency workforce. Pay attention to age inclusivity, non-traditional minorities, and engagement of traditional and older employees. A well-balanced, integrated workforce should help 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.  How do you evaluate the effectiveness of these actions?


In FY 2025, our agency committed to addressing the underutilization of women and minorities within key job groups, including legal and clerical positions. Following our quarterly CEEDS data reviews with agency leadership, we collaborated with Human Capital to implement a comprehensive plan. This included targeted recruitment initiatives and a more in-depth analysis of racial and pay disparities to raise awareness and drive strategic adjustments

Workforce Goal/Initiative #2 Update:
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. Efforts to reduce Workforce underutilization:
Please describe steps that were taken or planned to address underutilization identified through quarterly workforce reports. Please list Job Groups where underutilization exists in the current quarter.


To address underutilization identified through our quarterly workforce reports, we have implemented several strategic initiatives focused on increasing representation and enhancing career development opportunities, particularly within job groups where disparities have been observed. Such groups include various Assistants and Associates, where we are actively working to improve representation and support retention.

We have established a streamlined and structured promotional pathway to ensure that advancement opportunities are clearly defined, accessible, and equitable. This pathway is designed to support employees in underutilized groups by providing transparency and guidance for career progression. As part of this effort, we also developed a comprehensive Career Counseling Guide, which outlines available career development resources, mentorship opportunities, and strategies for navigating internal mobility.

In addition, we ensure that job vacancies, promotional opportunities, and supportive services are shared agency-wide on a monthly basis. This regular communication helps increase awareness across all employee groups and ensures that all staff, especially those in underrepresented categories, have equal access to opportunities.

B. Workplace:

Please list the Goals, Planned Programs, Initiatives, and Actions aimed at Workplace included in Section IV: Diversity, Equity, Inclusion and EEO Initiatives for FY 2025, which you set/declared in your FY 2025 Diversity, Equity, Inclusion and EEO Plan (e.g., job satisfaction/engagement surveys, exit interviews/surveys, and onboarding surveys).
	
1.  [Copy Workplace Goal/Program/Action from FY 2025 DEI-EEO plan]

In FY 2025 DCWP offered workshops focusing on enhancing employee morale and improving retention. By providing ongoing training on understanding and mitigating implicit bias, the organization aims to foster a more inclusive and supportive work environment. These sessions are designed not only to increase awareness but also to equip employees with practical tools and strategies for addressing biases in their daily interactions. The agency also continued its practice of sharing all job posting with agency personnel. Through this commitment, DCWP seeks to promote a culture of respect and equity, ultimately contributing to higher job satisfaction and longer-term retention of staff.

DCWP established an employee engagement committee to boost employee morale, retain valuable talent, build community, and promote work-life balance. During FY 2025, the engagement committee met on a bi-weekly basis and worked on employee recognition activities to celebrate diverse contributions and achievements, reinforcing our values of respect and equity promoting a positive work environment to strengthen overall job satisfaction and retention. 

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

DCWP developed a 5-year Accessibility Plan to enhance accessibility in its services, programs, and worksite, ensuring inclusivity, and promoting compliance with accessibility standards. This includes providing physical accommodation, such as wheelchair access, and ensuring that conference rooms are equipped with assistive technologies for participants with disabilities. The Disability Awareness and Etiquette training is mandatory for all DCWP staff members and is expected to be completed every two years. As of May 2025, we have achieved a 99% completion rate for this training. This training covers laws protecting people with disabilities and provides staff members with guidance on how to best assist people with disabilities. 



Workplace Goal/Initiative #1 Update:
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.  [Copy Workplace Goal/Program/Action from FY 2025 DEI-EEO plan]
Please describe the steps that your agency has taken to meet this goal/initiative. Include actions taken to create equitable work environment which values differences and maintain focus on retaining talent.  How do you evaluate the effectiveness of these actions?

To cultivate a workplace centered on equity and retention, our agency focused on improving internal career pathways and transparency in FY2025. We introduced and promoted resources such as the Career Counseling Guide and distributed monthly internal announcements for all job openings. These initiatives aimed to make growth opportunities more visible and accessible to all staff. To measure effectiveness, we tracked data on internal promotions and retention and gathered employee feedback through engagement surveys. These foundational steps are part of our ongoing commitment to ensuring every staff member feels supported, valued, and equipped for success.

Workplace Goal/Initiative #2 Update:
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. Other Workplace Activities:
Please describe any other EEO-related activities designed to improve/enhance the workplace (e.g., postings, meetings, cultural programs promoting diversity, newsletters/articles, etc.) and describe them, including the dates when the activities occurred.


Throughout FY2025, DCWP celebrated cultural heritage months and employee achievements via agency-wide emails and intranet postings, reinforcing an inclusive workplace culture.


C. Community and Equity, Inclusion and Race Relations:

Please list the Planned Programs, Initiatives, Actions aimed at Community, Equity, Inclusion and Race Relations included in Section IV:  Diversity, Equity, Inclusion and EEO Initiatives for FY 2025, which you set/declared in your FY 2025 Diversity, Equity, Inclusion and EEO Plan (e.g., community outreach and engagement, M/WBE participation and customer satisfaction surveys).
	

1.  [Copy Community/Equity/Inclusion Goal/Program/Action from FY 2025 DEI-EEO plan]


For FY 2025, DCWP staff of the External Affairs Division attended 47 events, with 20 events conducted in languages other than English. These languages included Spanish, Bengali, Nepali, Mandarin and Cantonese. The events were hosted around the city by various Community Based Organizations sharing information about DCWP, FECs, and new legislation that passed. Events took place in Brooklyn, Queens, and Manhattan focusing on issues like Older Adults Scam Awareness, Paid Safe & Sick Leave, and Worker's Rights presentations. In FY 2025 DCWP presented programs where participants were informed that materials can be shared in 13 additional languages upon request.

DCWP will continue to provide these services ensuring that our efforts in DEI and EEO extend beyond our organization to make a meaningful impact in the external environment that we serve. 


Please describe the steps that your agency has taken to meet this goal/initiative. 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. How do you evaluate the effectiveness of these actions?


In FY2025, DCWP expanded its multilingual outreach to increase accessibility, hosted community resource fairs, and executed digital engagement campaigns to raise awareness of agency services. These combined efforts worked to strengthen community ties, promote fairness, and enhance overall service delivery

Community/Equity/Inclusion Goal/Initiative #1 Update:
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	


1.  [Copy Community/Equity/Inclusion Goal/Program/Action from FY 2025 DEI-EEO plan]

Please describe the steps that your agency has taken to meet this goal/initiative. 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. How do you evaluate the effectiveness of these actions?

In FY 2025, staff from DCWP’s External Affairs Division actively participated in 47 community events, with 20 of those events conducted in languages other than English. These languages included Spanish, Bengali, Nepali, Mandarin, and Cantonese, underscoring our commitment to language access and cultural competence. Events were held across Brooklyn, Queens, and Manhattan, in partnership with Community-Based Organizations (CBOs), and focused on key public education topics such as Older Adults Scam Awareness, Paid Safe and Sick Leave, and Workers’ Rights.

These outreach initiatives are designed not only to inform and empower communities but also to ensure that DCWP remains visible, accessible, and responsive to the needs of the city's diverse populations. We see these efforts as critical to our broader DEI strategy—one that extends beyond internal operations and into the external environment we impact every day.

To evaluate the effectiveness of these actions, we track event attendance, language needs, community feedback, and engagement metrics such as follow-up inquiries and requests for services. These insights help us refine our outreach approach, prioritize underserved areas, and ensure that our services are inclusive and responsive.
Looking ahead, DCWP will continue to expand these efforts, maintaining a strong presence in communities throughout New York City and reaffirming our commitment to equity, inclusion, and excellence in public service.

Community/Equity/Inclusion Goal/Initiative #2 Update:
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. Other Community programs and activities:
Please describe any other Community-directed programs and activities (e.g., meetings, educational and cultural programs, promotion of agency services, community fairs, etc.) and describe them, including the dates when the activities occurred.

Beyond the events detailed above, DCWP's community engagement was ongoing. Staff regularly presented at community board meetings and other local forums to ensure residents were aware of their rights and the agency's services.
I. [bookmark: _Toc116503096][bookmark: _Toc116503132][bookmark: _Toc116573390][bookmark: _Toc116662130][bookmark: _Toc116662226][bookmark: _Toc116662259][bookmark: _Toc116664279][bookmark: _Toc116664340][bookmark: _Toc147425797][bookmark: _Toc147425881][bookmark: _Toc147426195][bookmark: _Toc147426227]Recruitment
A. Recruitment Efforts
Please list Recruitment Initiatives and Strategies which you set/declared in your FY 2025 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.  [Copy Recruitment Initiatives/Strategies from FY 2025 DEI-EEO plan]

Please describe the steps that your agency has taken to implement and achieve these initiatives/strategies.  How do you evaluate the effectiveness of these actions?	

To implement and advance our diversity, equity, and inclusion (DEI) initiatives, DCWP has taken a multi-faceted and strategic approach designed to increase outreach, improve transparency in hiring, and foster a supportive and inclusive workplace culture.
First, we established a series of DCWP Employment Information Sessions open to the public, providing a clear and accessible forum to explain the City’s hiring process, civil service exams, and agency-specific opportunities. These sessions are tailored to meet varying community needs, with attendance ranging from small groups to larger gatherings, enabling direct engagement with diverse job seekers. Complementing this, we distribute a monthly digital newsletter to over 1,500 subscribers, delivering timely updates on job openings, programs, and key agency initiatives, thus maintaining consistent communication and transparency.
We also participate actively in job fairs and hiring events across the city, focusing on reaching underrepresented communities. Our recruitment team hosts targeted presentations at these events to educate candidates about competitive civil service titles and hiring procedures, empowering them with the knowledge needed to navigate the application process successfully. Additionally, we have expanded our internship programs by partnering with organizations such as the Partnership for Inclusive Internships (PII), Work Learn Grow, and Ladders for Leaders, creating meaningful opportunities for students and early-career professionals to gain hands-on experience within city government.
To further broaden our talent pool, we strategically post job announcements through specialized networks, professional associations, and programs dedicated to serving diverse populations, ensuring that our employment opportunities reach a wide and inclusive audience.
To evaluate the effectiveness of these initiatives, we track a range of quantitative and qualitative metrics. This includes monitoring attendance and participation at our information sessions and job fairs, analyzing demographic data of applicants and hires, and measuring engagement with our newsletter and outreach communications. We also collect feedback from participants through surveys and direct outreach, which helps us assess how well our efforts address community needs and identify areas for improvement. This ongoing evaluation informs adjustments to our strategies, ensuring that we continue to enhance equity, accessibility, and inclusion throughout our recruitment and retention processes.
Through these concerted efforts, DCWP remains committed to building a workforce that reflects the diversity of New York City and fostering a workplace environment where all employees can thrive.

Recruitment Initiatives/Strategies #1 Update:	
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. Please describe 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. Recruitment Efforts for Civil Service Exams
List all recruitment events that were held by the agency to promote open-competitive civil service examinations.
		
	Quarter #
	Event Date
	Event Name
	Borough

	4
	
	
	



List actual expenditures related to recruiting candidates for open-competitive and promotion civil service exams.

	Borough
	Approximate Dollar
Amount ($) in Q1
	Approximate Dollar
Amount ($) in Q2
	Approximate Dollar
Amount ($) in Q3
	Approximate Dollar
Amount ($) in Q4

	Bronx
	$0
	$0
	$0
	$0

	Brooklyn
	$0
	$0
	$0
	$0

	Manhattan
	$0
	$0
	$0
	$0

	Queens
	$0
	$0
	$0
	$0

	Staten Island
	$0
	$0
	$0
	$0


C. Recruitment Sources
List recruitment sources used to fill vacancies in the current Quarter (include Q#)

1. Partnership for Inclusive Internships (PII) program – The program is a great way to create a pipeline of candidates for the 55-a program as all of the intern candidates are already connected to ACCES-VR or the NYSCB (the two State agencies that certify candidates). Hosting an intern through the PII program allows the agency to hire 55-a candidates in temporary roles that can lead to full-time roles. 
1. Tri-state Area Law schools – target graduating students for internship/fellowship/and entry-level positions so that we can diversify our workforce in attorney civil service titles. Currently, we have run a successful summer externship program that we hope to expand into the spring season. 
1. Collaborate with DYCD youth employment programs such as Ladders for Leaders to hire interns for six-weeks. DCWP typically recruits 20 – 25 interns each year.
1. Career Readiness and Modern Youth Apprenticeship (CRMYA) program - The apprenticeship program serves to foster students’ growth and development in the workforce part-time for 3 years.  
1. Silver Star program – to expand the representation of older age groups in our workforce.

D. Internships/Fellowships

The agency is providing the following internship opportunities in FY 2025. [Note:  Please update this information every quarter.]

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

1. Urban Fellows: 0

Q1 Total:  0 	Q2 Total:  2 	Q3 Total:  0 	Q4 Total:  0
Race/Ethnicity* [#s]: Black___ Hispanic___ Asian/Pacific Islander___ Native American___ White___ Two or more Races___
1
Gender* [#s]:  M ___ 	F ___ 		N-B ___ 	O ___ 	U ___

2. Public Service Corps: 1

Q1 Total:  0 	Q2 Total: 0   Q3 Total: 0 	Q4 Total:  1
Race/Ethnicity* [#s]: Black 1	Hispanic___ Asian/Pacific Islander___ Native American___ White___ Two or more Races___

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

3. Summer College Interns: 0

Q1 Total:  ________ Q2 Total:  ________ Q3 Total:  ________ Q4 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: 3

Q1 Total:  0 	Q2 Total:  0 	Q3 Total:  0 	Q4 Total:  3
Race/Ethnicity* [#s]: Black___ Hispanic 1	Asian/Pacific Islander___ Native American___ White 2	Two or more Races___

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

5. Other (specify): 1

Q1 Total:  __1______ Q2 Total:  ____1____ Q3 Total:  __1______ Q4 Total:  ________
Race/Ethnicity* [#s]: Black__1 Hispanic___ Asian/Pacific Islander___ Native American___ White___ Two or more Races___

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

6. Other (specify): Civil Service Pathways Fellows

Q1 Total:   Q2 Total:   Q3 Total:   Q4 Total:  2
Race/Ethnicity* [#s]: Black__ Hispanic___ Asian/Pacific Islander___ Native American___ White___ Two or more Races___ Unknown 2

Gender* [#s]: M 2 F ___ N-B ___ O ___ U ___

7. Other (specify): Youth Apprentice

Q1 Total:   Q2 Total:   Q3 Total:   Q4 Total:  1
Race/Ethnicity* [#s]: Black 1 Hispanic___ Asian/Pacific Islander___ Native American___ White___ Two or more Races___

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



Additional comments: 






E. 
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 (9/30/2024):  0 	Q2 (12/31/2024):  3 		Q3 (3/31/2025):  4 		Q4 (6/30/2025):  4

During the 1st Quarter, a total of 3 new applications for the program were received.
During the 1st Quarter 0 participants left the program.

During the 2nd Quarter, a total of 11 new applications for the program were received.
During the 2nd Quarter 0 participants left the program.

During the 3rd Quarter, a total of 30 new applications for the program were received.
During the 3rd Quarter 0 participants left the program.

During the 4th Quarter, a total of 0 new applications for the program were received.
During the 4th Quarter 0 participants left the program

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
in agency newsletter:	    ☒ Yes   ☐ No
Other: ________________________________
2.  ___________________________________________________________________________________
3.  ___________________________________________________________________________________


VI. Selection (Hiring and Promotion)

Please review Section VI of your FY 2025 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 2025 Diversity, Equity, Inclusion and EEO Plan (e.g., use of structured interview, EEO or APO representatives observing interviews, review of placements, review of e-hire applicant data).
Please describe the steps that your agency has taken to meet these objectives.
1. Career Counseling: Advising employees of opportunities for promotion and career development; Notification of promotion/transfer opportunities.

· Personalized Guidance: Offered tailored support to employees and job seekers across diverse backgrounds, our counselor assists employees in navigating career paths, developing skills, and overcoming obstacles. This ensures access to customized advice and resources for success, promoted through monthly Job Vacancy Announcements, the DCWP Recruitment Newsletter, and agencywide Civil Service Newsletter emails.
· Career Counseling Sessions: Employees were able to schedule appointments during work hours for personalized career path advice, targeted information, and valuable resources aimed at promoting internal growth and advancement.
· Resume Support: Providing feedback and tips to enhance resumes, empowering employees to effectively showcase their skills and pursue career opportunities both within and outside the agency.
· Encouraging Skill Development: DCWP offers full-time employees LinkedIn Learning licenses, facilitating access to professional development courses, certifications, and specialized training aligned with career goals.
· Civil Service Exam Guidance: Ensuring comprehensive support for civil service exams, including exam schedules, and application procedures, to prepare employees for career advancement opportunities.
· Recognition of Internal Talent: DCWP acknowledges and values internal talent through formal recognition and certificates awarded to outstanding employees, cultivating a culture that rewards exceptional performance and commitment to professional growth.


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.
· Internal Job Postings: Regularly promoting job vacancies internally to enable current employees to apply for roles aligned with their career aspirations and skill sets.
· Enforcement of Vacancy Posting Policies and Protocols: Reviewing and potentially revising vacancy posting protocols to ensure transparency and equal access to job opportunities for all qualified candidates.
· Procedures for Interviewing Applicants: Implementing structured interview formats and evaluation criteria to ensure consistency and fairness in the evaluation process, with supporting documents required within PAMS for candidate submissions.
· Training of Hiring Managers: Conducted training sessions for hiring managers on fair hiring practices, unconscious bias mitigation, and effective interviewing techniques to enhance the quality and equity of candidate assessments.
· Hiring Manager Bi-Weekly Check-In Meetings: Holding bi-weekly meetings between the Recruitment unit and hiring managers to discuss recruitment needs and promotional plans, gathering insights and feedback on existing procedures.
· Role of the EEO Officer: The Equal Employment Opportunity (EEO) Officer’s role in overseeing selection and promotion actions was clarified and reinforced to ensure adherence to EEO laws.
· Transparent Promotion Processes: Ensuring transparency in promotion processes by clearly communicating criteria, qualifications, and expectations for advancement opportunities to hiring managers.
· Supportive Transfer Policies: In FY2025, DCWP reinforced its commitment to internal mobility by consistently promoting all vacancies agency-wide, laying the groundwork for more formalized intra-agency transfer policies.
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).

· Assist the hiring manager if a reasonable accommodation is requested for an interview.
· Advise Human Resources to use candidate evaluation form for uniform assessment and equity.


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


· Throughout FY 2025, the agency was prepared to analyze the impact of any potential layoffs or terminations on all protected groups, using the DCAS Layoff Procedure as its guiding framework. This readiness protocol, involving the Agency Personnel Officer, EEO Officer, and General Counsel, ensured that any such decisions would be made with EEO principles and legal compliance at the forefront.



During this Quarter the Agency activities included:

		# of Vacancies		# of New Hires	# of New Promotions
Q1	   # 21			    # 1			   # 4
Q2	   # 0			    # 9	 		   # 0
Q3	   # 52			    # 18		   # 10
Q4	   # 50 		   # 27 		   # 19

I. [bookmark: _Toc116503101][bookmark: _Toc116503137][bookmark: _Toc116573395][bookmark: _Toc116662135][bookmark: _Toc116662231][bookmark: _Toc116662264][bookmark: _Toc116664284][bookmark: _Toc116664345][bookmark: _Toc147425802][bookmark: _Toc147425886][bookmark: _Toc147426200][bookmark: _Toc147426232]Training

[bookmark: _Hlk530067472]Please provide your training information in Part II of the report “DEI-EEO Training Summary” (in MS Excel).


II. [bookmark: _Toc116503107][bookmark: _Toc116503143][bookmark: _Toc116573401][bookmark: _Toc116662141][bookmark: _Toc116662237][bookmark: _Toc116662270][bookmark: _Toc116664290][bookmark: _Toc116664351][bookmark: _Toc147425809][bookmark: _Toc147425893][bookmark: _Toc147426207][bookmark: _Toc147426239]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-ctwapx02.csc.nycnet/Login.aspx

The agency did input full Reasonable Accommodation activity on the DCAS Citywide Complaint and Reasonable Accommodation (CAD) Database:

Q1:  ☒ Yes ☐ No		 Q2:    ☒ Yes ☐ No		Q3:    ☒ Yes ☐ No		Q4:    ☒ Yes ☐ No


III. 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 “DEI-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:  ☒ Yes ☐ No		 Q2:    ☒ Yes ☐ No		Q3:    ☒ Yes ☐ No		Q4:    ☒ Yes ☐ No

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

Q1:  ☒ Yes ☐ No		 Q2:    ☒ Yes ☐ No		Q3:    ☒ Yes ☐ No		Q4:    ☒ Yes ☐ No

☐ 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-ctwapx02.csc.nycnet/Login.aspx

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

Please provide E.O. 16 Training Information in Part II of the report “DEI-EEO Training Summary” (in MS Excel).

I. [bookmark: _Toc116503111][bookmark: _Toc116503147][bookmark: _Toc116573405][bookmark: _Toc116662145][bookmark: _Toc116662241][bookmark: _Toc116662274][bookmark: _Toc116664294][bookmark: _Toc116664355][bookmark: _Toc147425813][bookmark: _Toc147425897][bookmark: _Toc147426211][bookmark: _Toc147426243] Audits and Corrective Measures

Please choose the statement that applies to your agency. 

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

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

	☐ If needed, the agency has submitted or will submit to DCAS Citywide Equity and Inclusion an amendment letter, which shall   amend the agency plan for previous FY(s) as recommended by EEPC.

☒ The agency received a Certificate of Compliance from the auditing agency in 2023 or 2024.

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


Appendix A: EEO Personnel Details

EEO Personnel For __4__ Quarter, FY 2025

Personnel Changes:

	Personnel Changes this Quarter:	☐   No Changes
	Number of Additions: 1
	Number of Deletions: 2

	
Employee's Name & Title
	1. Margaret Mateo
	2. Amy Vera
	3. Patty Baez

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

	Date of Change in EEO Role
	Start Date or Termination Date: 05/02/25 
	Start Date or Termination Date: 12/13/2023 – 3/7/25
	Start Date or Termination Date: 
04/03/23 – 4/25/25

	

	Employee's Name & Title
	4. 
	5. Zachary Taylor
	6.

	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: June 2025
	Start Date or Termination Date: 





	For New EEO Professionals:

	
Name & Title
	1.  Zachary Taylor
	2. 
	3. 

	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			
	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 %): 




	
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. Zachary Taylor
	2.	
	3.	 

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

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

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




	EEO 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
	4.
	5.
	6.

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

	



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

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

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




EEO Personnel Contact Information (Please list all current EEO professionals)
Please provide the full mailing address of the principal Agency EEO Office:
MAILING ADDRESS:	42 Broadway, Attn: EEO Office, New York, NY 10004

Diversity and EEO Staffing as of _4_Quarter FY 2025*

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

	EEO Officer/Director
	Margaret Mateo
	Administrative Business Promotion Coordinator
	100%
	mmateo@dcwp.nyc.gov 
	2124360338

	Deputy EEO Officer OR
Co-EEO Officer
	
	
	
	
	

	Chief Diversity & Inclusion Officer
	Margaret Mateo
	Administrative Business Promotion Coordinator
	100%
	mmateo@dcwp.nyc.gov 
	2124360338

	Diversity & Inclusion Officer
	Margaret Mateo
	Administrative Business Promotion Coordinator
	100%
	mmateo@dcwp.nyc.gov 
	2124360338

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

	ADA Coordinator
	Zachary Taylor
	Principal Administrative Associate
	100%
	ztaylor@dcwp.nyc.gov
	2124360245

	Disability Rights Coordinator
	Zachary Taylor
	Principal Administrative Associate
	100%
	ztaylor@dcwp.nyc.gov
	2124360245

	Disability Services Facilitator
	Zachary Taylor
	Principal Administrative Associate
	100%
	ztaylor@dcwp.nyc.gov
	2124360245

	55-a Coordinator
	Cynthia Medina
	Principal Admin Assoc L2
	25%
	CMedina@dcwp.nyc.gov
	2124360439

	Career Counselor
	Margaret Mateo

	Admin Business Prom Coordinator NM
	100%
	MMateo@dcwp.nyc.gov
	2124360338

	EEO Counselor
	Kristen Johnson
	Principal Administrative Associate
	100%
	krjohnson@dcwp.nyc.gov 
	2124360289

	EEO Investigator
	
	
	
	
	

	EEO Counselor\ Investigator 
	Zachary Taylor
	Principal Administrative Associate
	100%
	ztaylor@dcwp.nyc.gov
	2124360245

	Investigator/Trainer
	
	
	
	
	

	EEO Training Liaison
	Zachary Taylor
	Principal Administrative Associate
	100%
	ztaylor@dcwp.nyc.gov
	2124360245

	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.
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