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Instructions for Filling out Quarterly Reports FY 2026
[NOTE: These forms are cumulative and designed to retain and preserve information for the entire FY 2026.]

· For Q1, please copy the goals, programs, and initiatives from your draft of the FY 2026 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 the previous quarter’s submission to update your 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 your Annual Plan.

1. Please save this file as “XXXX Quarter X FY 2026 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 opportunity, 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; Ongoing = in progress and on schedule.]

4. Please save the Excel file as “XXXX Quarter X FY 2026 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
Distributed to all agency employees?
☐ Yes, on: (MM/DD/YY)
☒ No
☐ By e-mail	
☐ Posted on agency intranet and/or website
☐ Other: Enter text here

II. [bookmark: _Hlk530066932] Recognition and Accomplishments
The agency recognized employees, supervisors, managers, and units demonstrating superior accomplishment in fostering principles of equal employment opportunity and inclusivity for all through the following:
☒ Employee Accomplishment Awards
☐ Employee Appreciation Events
☐ Public Notices
☐ Positive Comments in Performance Appraisals
☐ Other (please specify): Enter text here


		Please describe Awards and/or Appreciation Events below:
1. Ladders for Leaders Farewell Event – Recognized interns for their contributions this summer.
 

III.  Workforce Review and Analysis

Agency Headcount as of the last day of the quarter was:
Q1 (09/30/2025): 422  Q2 (12/30/2026): Enter number 
Q3 (03/30/2026): Enter number  Q4 (6/30/2026): Enter number

Agency reminded employees to update self-ID information regarding race/ethnicity, gender, and veteran status (as aligned with objectives of Local Law 14 of 2019)
☐ Yes on (Date): (MM/DD/YY)
☐ Yes (again) on (Date): (MM/DD/YY)
☐ 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



Agency conducted a review of the quarterly CEEDS workforce aggregate reports and the dashboard 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 in order to inform broad recruitment outreach efforts.  
☒ Yes, on (enter dates below):
	Quarter 1 Review
	Quarter 2 Review
	Quarter 3 Review
	Quarter 4 Review

	Q1 Review Date: (MM/DD/YY)
	Q2 Review Date: (MM/DD/YY)
	Q3 Review date: (MM/DD/YY)
	Q4 Review date: (MM/DD/YY)

	Review conducted with:
☒ Agency Head
☒ Human Resources
☒ General Counsel
☐ Other: Enter text here
☐ N/A - Not Conducted
	Review conducted with:
☐ Agency Head
☐ Human Resources
☐ General Counsel
☐ Other: Enter text here
☐ N/A - Not Conducted
	Review conducted with:
☐ Agency Head
☐ Human Resources
☐ General Counsel
☐ Other: Enter text here
☐ N/A - Not Conducted
	Review conducted with:
☐ Agency Head
☐ Human Resources
☐ General Counsel
☐ Other: Enter text here
☐ N/A - Not Conducted


IV.  Initiatives for FY 2026
Please describe your progress this quarter in implementing the primary goals in Section IV of your Agency EEO Plan for FY 2026.

A.   Workforce:
[bookmark: _Hlk530066305]Please list the Goals, Planned Programs, Initiatives, and Actions aimed at Workforce included in Section IV: Initiatives for FY 2026, which you set/declared in your FY 2026 Diversity, Equity, Inclusion and EEO Plan (e.g., underutilization, workforce planning, succession planning and diverse applicant pool, among others).

1. Broaden the Pool of Civil Service Exam Takers

· Action: Host "Demystifying City Service" Workshops. In collaboration with our Human Capital and External Affairs divisions, we will develop and host targeted workshops designed to guide potential applicants from underrepresented groups through the exam and hiring process. These sessions will provide practical, hands-on guidance beyond our general information sessions.
· Action: Launch Targeted Outreach Campaigns. We will partner with community-based organizations (CBOs) to promote awareness of key DCWP civil service exams. This outreach will be data-informed, focusing on reaching communities identified as underrepresented in our workforce analysis to ensure our applicant pools more closely reflect the diversity of the city.

Workforce Goal/Initiative #1 Update:
Q1 Update: 	☐ Not started	 ☒ Ongoing 		☐ Delayed 		☐ Completed
Q2 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed 		☐ Completed	
Q3 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed 		☐ Completed
Q4 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed	 	☐ Completed

2. Implement Gold-Standard Selection and Interviewing Practices

· Action: Develop a "Hiring Manager Toolkit." Human Capital and EEO will create and distribute a comprehensive toolkit for all hiring managers. This will include a standardized interview guide, an equitable evaluation rubric to score candidates against job-related criteria, and a one-page summary of common cognitive biases to avoid during the evaluation process.
· Action: Enhance Interviewing Integrity through Audits and Diverse Panels. To build upon our existing requirement for structured interviews, we will implement a quarterly audit process to ensure compliance and consistency in our hiring practices. Furthermore, we will now mandate that all hiring panels for selections made from civil service lists be diverse. This dual approach—auditing our current process and adding the requirement for diverse panels—strengthens our commitment to a fair and equitable selection process for every hire.
Workforce Goal/Initiative #2 Update:
Q1 Update: 	☐ Not started	 ☒ Ongoing 		☐ Delayed 		☐ Completed
Q2 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed 		☐ Completed	
Q3 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed 		☐ Completed
Q4 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed	 	☐ Completed

3. The First 90 Days: An Inclusive Onboarding and Integration Initiative

· Action: Develop a "Manager's Onboarding Checklist." Human Capital will create a standardized, time-based checklist for managers. This tool will prompt them to cover key integration points during an employee's first week, first month, and first 90 days, including scheduling introductory meetings, assigning an informal peer "buddy," and clarifying performance expectations.
· Action: Create a standardized "New Hire Welcome Packet." This digital packet will be sent to all new employees on their first day. It will include a "Who's Who" guide to agency leadership, an overview of our workplace culture and communication norms, and clear, accessible information on EEO policies and the reasonable accommodation process, ensuring universal access to this knowledge from day one.
· Action: Implement a confidential "90-Day New Hire Check-in Survey." This short, anonymous survey will be automatically sent to new employees at the 90-day mark. It will gather crucial feedback on their onboarding experience, their sense of belonging, and whether they have the tools and support needed to succeed.
Workforce Goal/Initiative #3 Update:
Q1 Update: 	☐ Not started	 ☒ Ongoing 		☐ Delayed 		☐ Completed
Q2 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed 		☐ Completed	
Q3 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed 		☐ Completed
Q4 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed	 	☐ Completed

4. 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. What are your metrics or indicators for evaluating the success of your initiatives?

B. 1. Critical Context on Underutilization Dat
Before detailing our action plan, it is essential to state that the City's quarterly workforce reports (CEEDS) are not a reliable or precise tool for measuring underutilization or managing EEO strategy. Our analysis, confirmed by the 2024 EEPC Report on Citywide Underutilization, identifies four structural flaws:

· Outdated Benchmarks: The City's availability data is from 2013 and is officially noted as "not accurate," making it "virtually impossible to address underutilization" with precision.
· The "Pooling" Fallacy: The City pools dissimilar titles into 31 broad "job groups". For example, our IT-focused "Science Professionals" are benchmarked against architects and engineers, who have entirely different labor pools. This creates misleading "underutilization" in areas where none may exist.
· The "Hiring Pool" Fallacy: We are measured against a broad, citywide benchmark (a combination of census data and all Civil Service lists). However, by law, we must hire for competitive titles from the specific, final certified list DCAS provides for a single vacancy. The benchmark we are measured against is not the labor pool we are legally required to use.
· "Ghost" Personnel Data: The 35-year-old CEEDS system is not designed for EEO analysis.
· "New Hires" can include employees simply returning from unpaid leave.
· "Separations" can include employees starting an unpaid leave.
· The system mixes internal promotions with external transfers, making it, in the EEPC's own words, "impossible to reconcile the impact of promotion activity on underutilization".

Given these significant data limitations, our strategy is to focus on what we can control: (1) perfecting our internal processes to ensure they are 100% equitable and (2) building our own future talent pipelines.

Our steps are a direct execution of our FY26 EEO Plan:

· Addressing Internal Barriers (Equity in Process):
· We are developing and deploying a "Hiring Manager Toolkit" and an "Equitable Decision-Making Guide". This standardizes EEO-compliant practices and provides objective, skills-based rubrics for all hiring decisions to mitigate bias.
· We are actively auditing and modernizing job descriptions to remove unnecessary credential barriers that may create occupational segregation.
· We are implementing a policy to ensure all interview panels are diverse and trained.
· Addressing External Barriers (Pipeline Building):
· The Q1 CEEDS data flags potential underutilization in the Lawyers and Managerial job groups.
· In response, we are executing the FY26 Plan's targeted outreach strategy. This includes building direct pipelines and partnerships with organizations like the Metropolitan Black Bar Association and Brooklyn Law School to widen our applicant pool for these specific, hard-to-fill roles.
· We are continuing to launch "Demystifying City Service" workshops to build a more diverse talent pool for future Civil Service exams.

Metrics and Indicators for Success
The quarterly CEEDS underutilization number is not our primary metric for success, as it is flawed, outdated, and unreliable.

Instead, our metrics are process-oriented and qualitative, demonstrating our commitment to building a fair and equitable system.

Our indicators of success are:

· Completion & Adoption: 100% deployment of the "Hiring Manager Toolkit" and "Equitable Decision-Making Guide" to all hiring managers.
· Process Integrity: 100% compliance with the mandate for diverse, trained interview panels for all managerial and attorney hires.
· Outreach Activity: The number of targeted outreach events and partnerships activated to build our attorney and managerial pipelines (e.g., MBBA, CBOs).
· Qualitative Feedback: Analysis of our "90-Day New Hire Check-in Survey" to get real-time, qualitative data on our onboarding success and new employees' sense of belonging.
· Long-Term Metric: As our internal data collection improves, we will track the demographic diversity of our applicant pools—from outreach to final selection—for specific, high-priority vacancies. This is a far more accurate and actionable metric than the City's flawed CEEDS data.
B.  Workplace:
Please list the Goals, Planned Programs, Initiatives, and Actions aimed at Workplace included in Section IV:  Initiatives for FY 2026, which you set/declared in your FY 2026 EEO Plan (e.g., job satisfaction/engagement surveys, exit interviews/surveys, and onboarding surveys).
	
1. The Comprehensive Accessibility Initiative

· Action: Conduct a formal accessibility audit of our key digital platforms, including the main DCWP website and employee intranet. This audit will identify areas for improvement and create a clear roadmap for remediation, ensuring our digital resources are fully accessible.
· Action: Initiate a formal review, in partnership with the Facilities unit, of key public and employee common areas at our headquarters to identify all navigational signage needing upgrades to include braille.
· Action: Partner with our Facilities and IT units to begin the process of installing assistive listening devices in our primary large-scale meeting rooms and public hearing spaces.

Workplace Goal/Initiative #1 Update:
Q1 Update: 	☐ Not started	 ☒ Ongoing 		☐ Delayed 		☐ Completed
Q2 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed 		☐ Completed	
Q3 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed 		☐ Completed
Q4 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed	 	☐ Completed


2. Operationalizing Digital Accessibility

· Action: Upon its completion, the new Digital Accessibility Guide will be formally launched and distributed to all staff via an agency-wide email from senior leadership to underscore its importance.
· Action: The Digital Accessibility Guide will be housed on a dedicated Accessibility Resource Page on the agency's intranet, making it a permanent and easily accessible reference for all employees.
· Action: A link to the Accessibility Resource Page will be featured annually in the EEO newsletter to reinforce its importance and remind staff of its availability.
Workplace Goal/Initiative #2 Update:
Q1 Update: 	☐ Not started	 ☒ Ongoing 		☐ Delayed 		☐ Completed
Q2 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed 		☐ Completed	
Q3 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed 		☐ Completed
Q4 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed	 	☐ Completed

	
3. EEO Information and Compliance

· Action: Launch a quarterly, EEO-focused newsletter for all staff. This communication will provide practical updates on relevant laws like the NYCHRL, clarify procedures for the reasonable accommodation process, and explain employee rights and managerial responsibilities under the City’s EEO Policy
· Action: Conduct a comprehensive audit and relaunch of the existing EEO intranet page. This process will ensure the page is user-friendly, contains the most up-to-date versions of all official documents (including the City's EEO Policy and DCWP's Reasonable Accommodation Protocols), and features prominent, direct links to the complaint and accommodation request forms.

Workplace Goal/Initiative #3 Update:
Q1 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed 		☒ Completed
Q2 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed 		☐ Completed	
Q3 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed 		☐ Completed
Q4 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed	 	☐ Completed	


4. The Equitable Management Practices Initiative

· Action: Develop and distribute an "Equitable Decision-Making Guide" for all supervisors. This one-page guide will provide a framework for handling common employee requests, prompting managers to consider operational needs, consistency, and fairness to the entire team.
· Action: The guide will be formally introduced to all supervisors by senior leadership during a regularly scheduled all-manager meeting and will be included as a core document in the onboarding packet for all new supervisors.
· Action: The quarterly EEO newsletter will feature a recurring "Fairness FAQ" section, presenting anonymized, real-world scenarios and explaining how to apply the principles from the guide in a consistent manner.
Workplace Goal/Initiative #4 Update:
Q1 Update: 	☐ Not started	 ☒ Ongoing 		☐ Delayed 		☐ Completed
Q2 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed 		☐ Completed	
Q3 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed 		☐ Completed
Q4 Update: 	☐ Not started	 ☐ Ongoing 		☐ Delayed	 	☐ Completed

5. Other Workplace Activities:
Please describe any other EEO-related activities designed to improve/enhance the workplace (e.g., postings, meetings, programs accessible to all and that support equitable engagement across cultural identities newsletters/articles, etc.) and describe them, including the dates when the activities occurred. What are your metrics or indicators for evaluating the success of these activities?


C. Community and Equity, Inclusion and Anti-Racism[footnoteRef:2]: [2:  Included per Local Law 14 (2024).] 


Please list the Planned Programs, Initiatives, Actions aimed at Community, Equity, Inclusion and Anti-Racism included in Section IV:  Initiatives for FY 2026, which you set/declared in your FY 2026 EEO Plan (e.g., community outreach and engagement, M/WBE participation and customer satisfaction surveys). What are your metrics or indicators for evaluating the success of these programs and initiatives?

1. Sustained Community Outreach and Engagement

· Action: Continue to partner with a diverse range of Community-Based Organizations (CBOs) to attend and present at local events, town halls, and resource fairs.
· Action: Maintain a focus on educating the public on core topics such as Worker's Rights, Paid Safe & Sick Leave, and consumer scam awareness, based on community needs.
· Action: Continue the practice of hosting and co-hosting community resource fairs to provide New Yorkers with direct access to DCWP services and information.

Community/Equity/Inclusion Goal/Initiative #1 Update:
Q1 Update: 	☐ Not started ☒ Ongoing 	☐ Delayed 	☐ Completed
Q2 Update: 	☐ Not started ☐ Ongoing 	☐ Delayed 	☐ Completed	
Q3 Update: 	☐ Not started ☐ Ongoing 	☐ Delayed 	☐ Completed
Q4 Update: 	☐ Not started ☐ Ongoing 	☐ Delayed	☐ Completed
	

2. Community-Based Organization Partnership Enhancement

· Action: Maintain and regularly update a comprehensive database of CBO partners to ensure our outreach efforts are coordinated and reaching a broad spectrum of communities.
· Action: Establish a streamlined process for providing CBO partners with timely, easy-to-share updates on new legislation, agency services, and consumer alerts via a dedicated email distribution list.

Community/Equity/Inclusion Goal/Initiative #2 Update:
Q1 Update: 	☐ Not started ☒ Ongoing 	☐ Delayed 	☐ Completed
Q2 Update: 	☐ Not started ☐ Ongoing 	☐ Delayed 	☐ Completed	
Q3 Update: 	☐ Not started ☐ Ongoing 	☐ Delayed 	☐ Completed
Q4 Update: 	☐ Not started ☐ Ongoing 	☐ Delayed	☐ Completed
	

3. Enhanced Multilingual and Digital Resource Accessibility

· Action: Continue to provide presentations and materials at community events in key languages based on community needs, such as Spanish, Bengali, and Simplified Chinese.
· Action: Expand upon the current practice of offering materials in 13 additional languages upon request by working to make these core translated documents proactively available for download on the agency website.
· Action: Continue to execute digital engagement campaigns via social media and email to raise awareness of the agency’s services, with a focus on ensuring this content is also available in multiple languages.

Community/Equity/Inclusion Goal/Initiative #3 Update:
Q1 Update: 	☐ Not started ☒ Ongoing 	☐ Delayed 	☐ Completed
Q2 Update: 	☐ Not started ☐ Ongoing 	☐ Delayed 	☐ Completed	
Q3 Update: 	☐ Not started ☐ Ongoing 	☐ Delayed 	☐ Completed
Q4 Update: 	☐ Not started ☐ Ongoing 	☐ Delayed	☐ Completed

4. Other Community programs and activities:
[bookmark: _Toc116503096][bookmark: _Toc116503132][bookmark: _Toc116573390][bookmark: _Toc116662130][bookmark: _Toc116662226][bookmark: _Toc116662259][bookmark: _Toc116664279][bookmark: _Toc116664340][bookmark: _Toc147425797][bookmark: _Toc147425881][bookmark: _Toc147426195][bookmark: _Toc147426227]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. What are your metrics or indicators for evaluating the success of these programs and activities?

V.  Recruitment
A. Recruitment Efforts
Please list Recruitment Initiatives and Strategies which you set/declared in your FY 2026 Plan (e.g.,  strategic wide outreach/recruitment to cultivate broadly talented applicant pools, social media presence, where jobs are posted, EEO and APO collaboration, evaluation of best recruitment sources, structured interview training and unconscious bias training).

1. Recruitment Efforts

Our team employs a range of proactive strategies to build and retain a diverse and inclusive workforce. We participate in career fairs and recruitment events to directly engage with underrepresented communities and promote awareness of civil service career opportunities. To expand our outreach, we regularly post vacancies to external job boards and professional organizations, including various bar associations and diversity-focused platforms. We’ve also enforced structured interview forms to ensure consistency, fairness, and objectivity throughout the hiring process. In addition, we support retention through career counseling services, resume support, and guidance on civil service exams, promotional pathways, and the 55-a Program. These efforts are part of our broader commitment to creating equitable hiring practices and fostering a workplace culture that values diversity and advancement for all employees.

Recruitment Initiatives/Strategies #1 Update:
Q1 Update: 	☐ Not started ☒ Ongoing 	☐ Delayed 	☐ Completed
Q2 Update: 	☐ Not started ☐ Ongoing 	☐ Delayed 	☐ Completed	
Q3 Update: 	☐ Not started ☐ Ongoing 	☐ Delayed 	☐ Completed
Q4 Update: 	☐ Not started ☐ Ongoing 	☐ Delayed	☐ Completed

2. Recruitment for Civil Service Exams

For Fiscal Year 2026, DCWP’s recruitment strategy for open-competitive and promotional civil service examinations will be guided by a data-informed approach to address identified areas of underrepresentation: the Attorney and Manger job groups. Our multi-channel outreach plan will include targeted recruitment at Brooklyn Law School and fostering partnerships with professional organizations, including the Metropolitan Black Bar Association, to reach a diverse pool of qualified candidates. All promotional materials will be reviewed for inclusive language and will highlight DCWP’s mission to create thriving communities for all New Yorkers. Furthermore, we will ensure all recruitment efforts are fully accessible, partnering with MOPD to promote opportunities, and providing clear guidance on all exam announcements for requesting reasonable accommodations.

Recruitment Initiatives/Strategies #2 Update:	
Q1 Update: 	☐ Not started ☒ Ongoing 	☐ Delayed 	☐ Completed
Q2 Update: 	☐ Not started ☐ Ongoing 	☐ Delayed 	☐ Completed	
Q3 Update: 	☐ Not started ☐ Ongoing 	☐ Delayed 	☐ Completed
Q4 Update: 	☐ Not started ☐ Ongoing 	☐ Delayed	☐ Completed


3. Please describe any recruitment efforts designed to increase the effectiveness of wide outreach to cultivate broad applicant pools in order to fill vacancies at your agency during the quarter and describe the activities, including the dates when the activities occurred.

B. Recruitment Efforts for Civil Service Exams
Pursuant to Local Law 28 (of 2023), list all recruitment events that were held by the agency to promote open-competitive civil service examinations.
	Quarter #
	Event Date
	Event Name
	Borough

	1
	7/17/25
	Diversity Career Fair
	Queens
	
	
	
	[Select Borough]
	
	
	
	[Select Borough]
	
	
	
	[Select Borough]
	
	
	
	[Select Borough]
	
	
	
	[Select Borough]
	
	
	
	[Select Borough]
	
	
	
	[Select Borough]
	
	
	
	[Select Borough]
	
	
	
	[Select Borough]
	
	
	
	[Select Borough]





Pursuant to Local Law 28 (of 2023) 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
	
	
	
	

	Brooklyn
	
	
	
	

	Manhattan
	
	
	
	

	Queens
	
	
	
	

	Staten Island
	
	
	
	



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

 
1. LinkedIn 
2. Indeed 
3. Peggy Browning Guild 
4. Public Service Legal Careers (PSJD) 
5. Post Job Free 
6. Cafecito Network 
7. National Lawyers Guild 
8. National Employment Lawyers Association (NELA) 
9. Law Crossing 
10. Cornell Law School 
11. Boston College Law 
12. University of Chicago Law 
13. Washington University Law School 
14. Fordham School of Law 
15. Hofstra School of Law 
16. Albany Law School 
17. New York Law School 
18. PACE School of Law 
19. Rutgers School of Law 
20. Brooklyn Law 
21. Touro College School of Law 
22. Columbia School of Law 
23. NYU School of Law 
24. Cardoza School of Law 
25. CUNY School of Law 
26. Harvard Law School 
27. Northwestern University Law School 
28. University of Texas Law School 
29. Vanderbilt Law School 
30. UCLA Law 
31. Yale Law School 
32. University of Virginia Law 
33. Seton Hall Law 
34. Duke University School of Law 
35. University of Pennsylvania Law School 
36. University of Buffalo Law School 
37. UConn School of Law 
38. George Washington University Law School 
39. Brehon Law Society 
40. Haitian American Lawyers Association 
41. Iranian American Bar Association 
42. Muslim Bar Association 
43. Long Island Hispanic Bar Association 
44. Asian American Bar Association 
45. New York County Bar Association 
46. New Jersey Bar Association 
47. AFL-CIO Union Lawyers Alliance 
48. Amistad Long Island Black Bar Association 
49. Arab American Bar Association 
50. Association of Black Women Attorney 
51. Brooklyn Women’s Bar Association 
52. Catholic Lawyers Guild 
53. LGBT Bar Association 


D. Internships/Fellowships

The agency is providing the following internship opportunities in FY 2026.
[Note:  Please update this information every quarter.]

1.  Urban Fellows: Q1 Total: (#)  Q2 Total: (#)  Q3 Total: (#)  Q4 Total:  (#)
2.  Public Service Corps: Q1 Total: (#)  Q2 Total: (#)  Q3 Total: (#)  Q4 Total:  (#)
3. Summer College Interns: Q1 Total: (#)  Q2 Total: (#)  Q3 Total: (#)  Q4 Total:  (#)
4. Summer Graduate Interns: Q1 Total: (#)  Q2 Total: (#)  Q3 Total: (#)  Q4 Total:  (#)
5. Civil Service Pathways: Q1 Total: 3  Q2 Total: (#)  Q3 Total: (#)  Q4 Total:  (#)
6. Ladders for Leaders Interns: Q1 Total: 10  Q2 Total: (#)  Q3 Total: (#)  Q4 Total:  (#)
7. Volunteer Engagement Coordinator: Q1 Total: 2  Q2 Total: (#)  Q3 Total: (#)  Q4 Total:  (#)
8. Civic Corps Member: Q1 Total: 1  Q2 Total: (#)  Q3 Total: (#)  Q4 Total:  (#)


Additional comments: 
Click or tap here to enter text.


E. 55-A Program
The 55-a Program is established under Section 55-a of the New York State Civil Service Law. It aims to provide employment opportunities for individuals with certified mental or physical disabilities, allowing them to be hired into competitive civil service positions without the requirement of passing a civil service exam.

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 (09/30/2025): 4 
Q2 (12/30/2026): (#) 
Q3 (03/30/2026): (#)   
Q4 (06/30/2026): (#)

During the 1st Quarter, a total of 0 new applications for the program were received.
During the 1st Quarter 0 participants left the program due to [State reason].

During the 2nd Quarter, a total of (#) new applications for the program were received.
During the 2nd Quarter (#) participants left the program due to [State reason].

During the 3rd Quarter, a total of (#) new applications for the program were received.
During the 3rd Quarter (#) participants left the program due to [State reason].

During the 4th Quarter, a total of (#) new applications for the program were received.
During the 4th Quarter (#) participants left the program due to [State reason].

The 55-a Coordinator has achieved the following goals:

  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:



Other Goals (if applicable):


VI. Hiring and Promotion

Please review Section VI of your FY 2026 EEO Plan and describe your activities for this quarter below:

Please list additional Hiring and Promotion Strategies and Initiatives which you set/declared in your FY 2026 EEO Plan (e.g., use of the objective structured interview practices, EEO Office approval of interview questions, review of e-hire applicant data to ensure there was broad outreach that yielded a diverse applicant pool).
	During this Quarter the Agency activities included:

	
	# of Vacancies
	# of New Hires
	# of New Promotions

	Q1
	37
	21
	13

	Q2
	(#)
	(#)
	(#)

	Q3
	(#)
	(#)
	(#)

	Q4
	(#)	
	(#)
	(#)




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.
a. Promote career counseling opportunities on a monthly basis agencywide.
2. Reviewing the methods by which candidates are selected for a promotions, or to fill vacancies (new hires), especially for mid- and high-level discretionary positions. (Discretionary positions are those that are not filled via civil service examination lists.)
a. Human Capital conducts analysis in regards to parity.
3. Describe your agency’s procedures for selection, especially for mid- and high-level discretionary positions. vacancy posting protocols, training of hiring managers, procedures for interviewing applicants, the use of the NYCAPS Applicant Interview Log Report, and efforts to identify and eliminate structural barriers to employment.
a. Agency’s procedures for selection, especially for mid- and high-level discretionary positions. Structured interviewing of a minimum of 3 candidates. Selected candidate will have the best overall score.
b. Vacancy posting protocols. All vacancies must be posted at least 10 days.
c. Training provided to hiring managers. Scheduled for November 2025.
d. Use of NYCAPS Applicant Interview Log Report. Not in use
e. Efforts to identify/eliminate structural barriers.  Working on enhancing our material but no action taken during period.
4. Analyzing the impact of layoffs or terminations on racial, gender and age groups. (This analysis is done pursuant to guidance from agency General Counsel and Law Department guidance.)
a. None.
5. [bookmark: _Toc116503101][bookmark: _Toc116503137][bookmark: _Toc116573395][bookmark: _Toc116662135][bookmark: _Toc116662231][bookmark: _Toc116662264][bookmark: _Toc116664284][bookmark: _Toc116664345][bookmark: _Toc147425802][bookmark: _Toc147425886][bookmark: _Toc147426200][bookmark: _Toc147426232][bookmark: _Toc147425807][bookmark: _Toc147425891][bookmark: _Toc147426205][bookmark: _Toc147426237]Other:
VII.  Training

[bookmark: _Hlk530067472][bookmark: _Toc116503107][bookmark: _Toc116503143][bookmark: _Toc116573401][bookmark: _Toc116662141][bookmark: _Toc116662237][bookmark: _Toc116662270][bookmark: _Toc116664290][bookmark: _Toc116664351][bookmark: _Toc147425809][bookmark: _Toc147425893][bookmark: _Toc147426207][bookmark: _Toc147426239][bookmark: _Toc116503108][bookmark: _Toc116503144][bookmark: _Toc116573402][bookmark: _Toc116662142][bookmark: _Toc116662238][bookmark: _Toc116662271][bookmark: _Toc116664291][bookmark: _Toc116664352][bookmark: _Toc147425810][bookmark: _Toc147425894][bookmark: _Toc147426208][bookmark: _Toc147426240]Please provide your training information in the FY 2026 Part II template (in MS Excel). For Q2, Q3 and Q4, retain all data from previous quarters in your Part II report.

VIII.  Reasonable Accommodations
Please report all reasonable accommodation requests and their disposition in the DCAS Citywide Complaint and Accommodation Database (CAD) : https://a856-ceeds.nyc.gov

The agency has entered all Reasonable Accommodation requests and dispositions in the DCAS Citywide Complaint and Accommodation Database (CAD) and updates the information contemporaneously:

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

IX. 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 Complaint Reporting
☐ The agency has entered the sexual harassment complaints in the DCAS Citywide Complaint and Accommodation Database (CAD) and updates the information contemporaneously.

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

☐ The agency has entered all other EEO complaints in the DCAS Citywide Complaint and Accommodation Database (CAD) and updates the information contemporaneously.
Q1:  ☒ Yes ☐ No  Q2:    ☐ Yes ☐ No	
Q3:  ☐ Yes ☐ No  		Q4:    ☐ Yes ☐ No

☒ The agency ensures that complaint investigations are closed within 150 days (i.e., 90 days to conduct the investigation, 30 days to draft the report, and 30 days for the agency head to make a determination). 

Report all EEO complaints and their disposition in the DCAS Citywide Complaint and Accommodation Database (CAD): https://a856-ceeds.nyc.gov

C. Executive Order 16: Training on Transgender Diversity and Inclusion
[bookmark: _Toc116503111][bookmark: _Toc116503147][bookmark: _Toc116573405][bookmark: _Toc116662145][bookmark: _Toc116662241][bookmark: _Toc116662274][bookmark: _Toc116664294][bookmark: _Toc116664355][bookmark: _Toc147425813][bookmark: _Toc147425897][bookmark: _Toc147426211][bookmark: _Toc147426243][bookmark: _Toc116503118][bookmark: _Toc116503154][bookmark: _Toc116573412][bookmark: _Toc116662152][bookmark: _Toc116662248][bookmark: _Toc116662281][bookmark: _Toc116664301][bookmark: _Toc116664362][bookmark: _Toc147425820][bookmark: _Toc147425904][bookmark: _Toc147426218][bookmark: _Toc147426250]Please provide E.O. 16 Training Information in Part II of the report “DEI-EEO Training Summary” (in MS Excel).

X.  Audits and Corrective Measures
Please choose the statement that applies to your agency. 
☒ The agency is NOT involved in an audit conducted by NYC 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 2024 or 2025.
                 → Please attach a copy of the Certificate of Compliance from the auditing agency.



Appendix A. EEO Personnel Details
EEO Personnel For 1st Quarter, FY 2026

	Personnel Changes this Quarter:
	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 or Termination Date:
 
	Start or Termination Date:
 
	Start or Termination Date: 


	

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

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

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

	Start or Termination Date: 


	For New EEO Professionals:

	Name & Title
	1. 
	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 %):


Personnel Changes:		 ☐  Yes ☒  No

	
EEO Training Completed within the last two years, including the current quarter (EEO Officer and D&I Officer, respective Deputies, and all new EEO Professionals):

	Name & EEO Role
	1. Zachary Taylor, DEI/RA Coordinator
	2.	 Margaret Mateo, EEO Officer
	3.	 

	Completed EEO Trainings:

	1. Everybody Matters-EEO and D&I
	 ☒  Yes  	☐  No
	 ☒  Yes  	☐  No
	 ☐  Yes  	☐  No

	2. Sexual Harassment Prevention
	☒  Yes  	☐  No
	☒  Yes  	☐  No
	☐  Yes  	☐  No

	3. lgbTq: The Power of Inclusion
	☒  Yes  	☐  No
	☒  Yes  	☐  No
	☐  Yes  	☐  No

	4. Disability Awareness & Etiquette
	☒  Yes  	☐  No
	☒  Yes  	☐  No
	☐  Yes  	☐  No

	5. Structured Interviewing and Unconscious Bias
	☐  Yes  	☐  No
	☒  Yes  	☐  No
	☐  Yes  	☐  No

	6. Microaggressions
	☐  Yes  	☐  No
	☒  Yes  	☐  No
	☐  Yes  	☐  No

	7. EEO Officer Essentials: Complaint/Investigative Processes
	☐  Yes  	☐  No
	☒  Yes  	☐  No
	☐  Yes  	☐  No

	8. Reasonable Accommodation Procedural Guidelines
	☒  Yes  	☐  No
	☒  Yes  	☐  No
	☐  Yes  	☐  No

	9. Overview Training for New EEO Officers
	☐  Yes  		☐  No
	☐  Yes  		☐  No
	☐  Yes  		☐  No

	10. Understanding CEEDS Reports
	☐  Yes  	☐  No
	☒  Yes  	☐  No
	☐  Yes  	☐  No

	11. Intersectionality and EEO Investigations
	☒  Yes  	☐  No
	☒  Yes  	☐  No
	☐  Yes  	☐  No

	12. Trauma-Informed Interviewing Techniques
	☐  Yes  	☐  No
	☐  Yes  	☐  No
	☐  Yes  	☐  No



	[Continued] EEO Training completed within the last two years, including the current quarter (EEO Officers 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
	☐  Yes  	☐  No
	☐  Yes  	☐  No
	☐  Yes  	☐  No

	2. Sexual Harassment Prevention
	☐  Yes  	☐  No
	☐  Yes  	☐  No
	☐  Yes  	☐  No

	3. lgbTq: The Power of Inclusion
	☐  Yes  	☐  No
	☐  Yes  	☐  No
	☐  Yes  	☐  No

	4. Disability Awareness & Etiquette
	☐  Yes  	☐  No
	☐  Yes  	☐  No
	☐  Yes  	☐  No

	5. Structured Interviewing and Unconscious Bias
	☐  Yes  	☐  No
	☐  Yes  	☐  No
	☐  Yes  	☐  No

	6. Microaggressions
	☐  Yes  	☐  No
	☐  Yes  	☐  No
	☐  Yes  	☐  No

	7. EEO Officer Essentials: Complaint/Investigative Processes
	☐  Yes  	☐  No
	☐  Yes  	☐  No
	☐  Yes  	☐  No

	8. Reasonable Accommodation Procedural Guidelines
	☐  Yes  	☐  No
	☐  Yes  	☐  No
	☐  Yes  	☐  No

	9. Overview Training for New EEO Officers
	☐  Yes  	☐  No
	☐  Yes  	☐  No
	☐  Yes  	☐  No

	10. Understanding CEEDS Reports
	☐  Yes  	☐  No
	☐  Yes  	☐  No
	☐  Yes  	☐  No

	11. Intersectionality and EEO Investigations
	☐  Yes  	☐  No
	☐  Yes  	☐  No
	☐  Yes  	☐  No

	12. Trauma-Informed Interviewing Techniques
	☐  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 New York, NY 10004
EEO and D&I Staffing as of 1st Quarter FY 2026
The City EEO Policy requires there be only one leader of the EEO Office serving in the “EEO Officer” capacity and that there be only one Deputy EEO Officer.

	Roles/Functions
	Name
	Civil Service (c.s.) Title
	Office E-mail Address
	Telephone #

	EEO Officer (may have a separate active c.s. title (e.g., AC, DC, Exec Agency Counsel, etc.)
	Margaret Mateo
	Administrative Business Promotion Coordinator
	mmateo@dcwp.nyc.gov
	

	Deputy EEO Officer 
	
	
	
	

	Diversity & Inclusion Officer (or a similar business title)
	Margaret Mateo
	Administrative Business Promotion Coordinator
	mmateo@dcwp.nyc.gov

	

	Executive Order 59 Chief Diversity Officer/Chief MWBE Officer 
	Nick Yuan
	Procurement Analyst
	nyuan@dcwp.nyc.gov
	

	ADA Coordinator
	Zachary Taylor
	PAA
	ztaylor@dcwp.nyc.gov
	

	Disability Rights Coordinator
	Zachary Taylor
	PAA
	ztaylor@dcwp.nyc.gov
	

	Disability Services Facilitator
	Zachary Taylor
	PAA
	ztaylor@dcwp.nyc.gov
	

	55-a Coordinator
	Cynthia Medina
	PAA
	cmedina@dcwp.nyc.gov
	

	EEO Counselor
	
	
	
	

	EEO Investigator
	
	
	
	

	EEO Counselor/Investigator 
	Zachary Taylor
	PAA
	ztaylor@dcwp.nyc.gov
	

	Investigator/Trainer
	Zachary Taylor
	PAA
	ztaylor@dcwp.nyc.gov
	

	EEO Training Liaison
	Zachary Taylor
	PAA
	ztaylor@dcwp.nyc.gov
	

	Other (specify)
	
	
	
	

	Other (specify)
	
	
	
	


Note: Changes (new personnel filling the specified role). You may insert additional entries as needed. If there is an EEO Office or D & I Office role that your staff performs that is not on the list above, you may indicate it on the chart.  
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