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[bookmark: _Toc116664334]Instructions for Filling out Quarterly Reports FY 2023

[Note:  These forms are cumulative and intended to retain information for the entire FY 2023.
For Q2, Q3 and Q4, use previous quarter’s submission to update, retaining all information for the prior quarters]

1. Please save this file as “NYC AGING Quarter 1 FY 2023 DEI-EEO Quarterly Report.Part I”, where ‘XXXX’ is the commonly used acronym of your agency. You must submit this file in MS Word format. Please do not convert it to PDF.

2. Complete the “Diversity, Equity, Inclusion and EEO Training Summary” details in Part II – Training Summary [see the attached Excel file].

Core EEO Training: Copy the information from the Training Completion Report you receive quarterly from DCAS Learning & Development onto grey-shaded cells in rows 26, 30, 34, and 38. Include any of these trainings that were administrated by your agency in the rows immediately below (27, 35, 39).
Other Diversity, Equity, Inclusion and  EEO Related Training: Beginning with row 45, include training classes co-organized or co-sponsored by your agency EEO and/or HR that are related to the development of the agency staff in the areas of equal employment, diversity, inclusion, civil rights, workplace culture and behavior, interpersonal relations, and community relations.

3. Mark progress in check boxes in the column for the current quarter. [Note: Delayed = behind schedule; Deferred = put off until later when better resources become available.]

4. Please save the Excel file as “NYC AGING Quarter 1 FY 2023 DEI-EEO Training Summary”, where ‘XXXX’ is the commonly used acronym of your agency. You must submit this file in MS Excel format. Please do not convert it to PDF.

[bookmark: _Toc116664335]
Part I:  Narrative Summary

I. [bookmark: _Toc116664336]Commitment and Accountability Statement by the Agency Head

[bookmark: _Hlk530066932]Distributed to all agency employees?	☒ Yes, On (Date): __11/14/2022______________	☐ No
						☐ By e-mail	
						☒ Posted on agency intranet
						☒ Other _Bulletin Boards________________

II. [bookmark: _Toc116664337]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): _Agencywide Events____________

	* Please describe DEI&EEO Awards and/or Appreciation Events below:

· NYC Aging Employee celebration honored the best of our staff, who through their extraordinary performance contribute significantly to the Department’s mission to work to eliminate ageism and ensure the dignity and quality-of-life of New York City’s diverse older adults.
· Agencywide event convening staff away from the office focusing on collaboration and team building.
· Hispanic Heritage Month
· Participated in Mayor Eric Adams’ National Senior Center Month, hosted at Gracie Mansion, to recognize and celebrate Older Adult Center Month. 
	
III. [bookmark: _Toc116664338] Workforce Review and Analysis

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

Q1 (9/30/2022):  ____312______  Q2 (12/31/2022):  __________  Q3 (3/31/2023):  __________  Q4 (6/30/2023):  __________

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

	☒ Yes	 On (Date): _10/26/2022__________	☐ Yes	 again on (Date): ________________	☐ No		

☒ NYCAPS Employee Self Service (by email; strongly recommended every year)		☒ Agency’s intranet site
☐ Newsletters and internal Agency Publications						☒ On-boarding of new employees

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

☒ Yes	 On (Dates):

		 Q1 Review Date:   ___10/27/2022_______   Q2 Review Date:  __________   Q3 Review date:  __________   Q4 Review date:  __________

The review was conducted with:

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


IV. [bookmark: _Toc116664339]EEO, Diversity, Inclusion and Equity Initiatives for FY 2023

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

A. Workforce:
	
[bookmark: _Hlk530066305]Please list the Workforce Goal(s) included in Section IV:  Diversity, Equity, Inclusion and EEO Initiatives for FY 2023, which you set/declared in your FY 2023 Diversity, Equity, Inclusion and EEO Plan (e.g., underutilization, workforce planning, succession planning and diverse applicant pool, among others).


1.  Prioritize accessible and ambitious opportunities for staff to grow skills and optimize engagement.


· Please describe the steps that your agency has taken to meet this goal. Include actions taken to establish your agency as a leading service provider to the citizens of New York City focused on diversity, equity, and inclusion, while reflecting the variety of communities that are served.  What steps were taken to evaluate effectiveness of these actions?

· The Department for the Aging (NYC Aging) will continue its Middle Managers Partnership Program, launched in Fall 202, giving managers and supervisors an opportunity to develop leadership skills, collaborate, and engage in projects that will enhance the capacity of NYC Aging’s middle managers to grow to become senior and executive level professionals.
· Prioritize accessible opportunities for staff to grow skills and optimize engagement through though the Learning Academy.
· Expand opportunities for staff across all units to connect, network and support each other.


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.   Strategically align diversity recruiting, internal candidate development and equitable selection practices with current employment needs, underutilization assessment and budget realities.


· Please describe the steps that your agency has taken to meet this goal. Include actions taken to establish your agency as a leading service provider to the citizens of New York City focused on diversity, equity, and inclusion, while reflecting the variety of communities that are served.  What steps were taken to evaluate effectiveness of these actions?

· Using the Citywide Equal Employment Database System (CEEDS) report to determine where underutilization exist.
· Assess agency job postings to ensure new diversity, inclusion, and equal opportunity employer messaging is included.
· Share job vacancy notices with internal staff to ensure awareness.
· Post ALL vacancies on agency intranet to ensure accessibility by all.
· Ensure that agency personnel involved in both the discretionary and the civil service hiring process have received Structured Interviewing training
	
Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	


3.   Build action plan based upon the most relevant workforce key performance indicators such as: representation, retention, tenure, promotions, separation, and placement rates.


· Please describe the steps that your agency has taken to meet this goal. Include actions taken to establish your agency as a leading service provider to the citizens of New York City focused on diversity, equity, and inclusion, while reflecting the variety of communities that are served.  What steps were taken to evaluate effectiveness of these actions?

· Using the CEEDS report, NYC Aging will continue to identify relevant workforce key performance indicators such as, representation, retention, tenure, promotions, separation, and placement rates and remedy by ensuring the selection pool is diverse, staff are given the opportunity to be crossed trained, mentored, and promoted.

	
Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	


4. Enhance intergenerational diversity at the agency. NYC Aging staff range from college aides to mature older workers.  We look to shape programs to build a cohesive working environment.

· Please describe the steps that your agency has taken to meet this goal. Include actions taken to establish your agency as a leading service provider to the citizens of New York City focused on diversity, equity, and inclusion, while reflecting the variety of communities that are served.  What steps were taken to evaluate effectiveness of these actions?

· NYC Aging has a diverse group of staff that collaborate, learn, and grow together. Our weekly agency-wide Muster brings all staff together to learn, grow, share ideas, and collaborate.
· We continue to engage our college aides and interns which help to build our internal intergenerational program. They are provided opportunities to learn about issues that concern the aging population in New York and their relevance in our communities.

	
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	




B. Workplace:

Please list the Workplace Goal(s) included in Section IV: Diversity, Equity, Inclusion and EEO Initiatives for FY 2023, which you set/declared in your FY 2023 Diversity, Equity, Inclusion and EEO Plan (e.g., job satisfaction/engagement surveys, exit interviews/surveys, and onboarding surveys).

1.    Foster an inclusive environment that empowers staff to excel, values strengths of all, promotes professionalism, and ensures accountability.
2.  NYC Aging’s Justice, Diversity, Equity, and Inclusion (JDEI) team works to ensure that diversity, equity, and inclusion workplace activities are
       connected to our mission and are the voice and representation for the well-being of our staff and the communities we serve.



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

· NYC Aging will continue its Middle Managers Partnership Program, launched in Fall 2020, giving managers and supervisors an opportunity to develop leadership skills, collaborate, and engage in projects that will enhance the capacity of NYC Aging middle managers to grow and become senior and executive-level professionals. 
· Leadership has convened over 74 managers and supervisors to work in groups to strategize, collaborate, and develop projects that will hone leadership skills, and ensure that NYC AGING continues the good work it started.
· Prioritize accessible opportunities for staff to grow skills and optimize engagement across units.
· Expand opportunities for staff to connect, network and support each other across unit.
· Provide learning opportunities to all staff by expanding the Learning Academy to include both incoming/new staff, as well as veteran staff, and ensuring a current and updated curriculum.
· NYC Aging’s JDEI team meets weekly to collaborate and ensure that inequities in our policies, systems, programs, and services are dismantled. JDEI advocates for leadership level thinking about systemic inequities.

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. In the Fall of FY23, the agency is planning a Recognition Event for all NYC AGING staff to honor their professional dedication to public service, 
     accomplishments, and commitment to foster diversity and inclusiveness with our community partners.


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

· NYC Aging will bring together a team charged with bringing all employees together to celebrate and honor the best of all employees valuable and extraordinary performance and contribution to NYC Aging’s mission to work to eliminate ageism and ensure the dignity and quality-of-life of New York City’s diverse older adults.


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. NYC Aging will continue its successful in-house training Academy with the Program Services Academy. This training will convene staff who will learn together, build upon the institutional knowledge of veteran staff, and develop new skills that can be used across divisions, thus ensuring more robust contract management skills.

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

Content experts from within the organization impart knowledge, share experiences, and train staff on various tools used with in the NYC Aging that helps to cultivate their talent and skills.  
	
Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	


4. NYC Aging continues its Wellness Wednesday’s, the 30-minute Employee Assistance Program (EAP) workshops to provide a virtual group setting of support services, such as, coping with anxiety, stress, addiction, intimate partner violence, learning to self-care, caring for children and older adults, and other mental health concerns. 

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

The agency will continue to work with the EAP to schedule weekly virtual workshops for all staff.


Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	



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

· EAP Support and Mindful Meditation - Wednesday, August 11, 2021 - 1: 11:30 a.m.
· EAP Support and Mindful Meditation - Wednesday, August 25, 2021, Session 1: 11:30 a.m., Session 2: 3:00 p.m. 
· EAP Support and Mindful Meditation - Wednesday, September 15, 2021 - Session 1: 11:30 a.m., Session 2: 3:00 p.m.


C. Community:

Please list the Community Goal(s) included in Section IV:  Diversity, Equity, Inclusion and EEO Initiatives for FY 2023, which you set/declared in your FY 2023 Diversity, Equity, Inclusion and EEO Plan (e.g., community outreach and engagement, M/WBE participation and customer satisfaction surveys).

1.  Recently, NYC Aging assigned a Chief Diversity Officer who, among many activities, oversees the agency’s M/WBE activities, among other 
     diversity, equity, and inclusion duties. Through the Chief Diversity Officer’s efforts, NYC Aging has increased its M/WBE’s vendors not only
     internally but through our community partners as well.

Please describe the steps that your agency has taken to meet this goal. Include actions taken to establish your agency as a leading service provider to the citizens of New York City focused on diversity, equity, and inclusion, while reflecting the variety of communities that are served.  What steps were taken to evaluate effectiveness of these actions? 

· Evaluate current system to ensure M/WBE vendors are targeted.
· Expand the use of M/WBE owned businesses in the procurement process.
· Targeted outreach efforts to include diversity among vendors.
· Encourage contractors to incorporate M/WBE in their subcontracting.

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. Continue to work with the Mayor’s Office for People with Disabilities (MOPD) to provide information to people interested in NYC Aging 
     services, mentoring, and employment opportunities. 

· Please describe the steps that your agency has taken to meet this goal. Include actions taken to establish your agency as a leading service provider to the citizens of New York City focused on diversity, equity, and inclusion, while reflecting the variety of communities that are served.  What steps were taken to evaluate effectiveness of these actions? 

· NYC Aging receives numerous referrals from MOPD to facilitate connection to services for transportation, home care, health insurance, home repairs, and more.
· Link older adults to a variety of service providers in the communities providing relating to transportation, home care, health insurance, home repairs, and more.
· NYC Aging works closely with the MOPD to streamline services and ensure older adults receive the help or referrals they need.


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. Engage and educate others on the Community Care Plan and other priorities, such as ageism and emerging aging issues to support 
    NYC Aging agenda and priorities.

	Please describe the steps that your agency has taken to meet this goal. Include actions taken to establish your agency as a leading service provider to the citizens of New York City focused on diversity, equity, and inclusion, while reflecting the variety of communities that are served.  What steps were taken to evaluate effectiveness of these actions? 

· Collaborate with internal partners to create a summary of the Community Care Plan which is designed to make New York City a more age inclusive city.
· Strategize new ways to develop services and how they should be delivered in the future.
· Using the Community Care Plan as a blueprint of standardized services for older adults to age in place in NYC. 

Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	

4. NYC Aging’s Office of Public and Private Partnerships continues its Diversity, Equity, and Inclusion (DEI) strategy with other City agencies
    focused on ageism and building an age-inclusive New York City. By adopting the DEI approach, City agencies not only create a 
    culture of change internally, but they also influence the thousands of providers and vendors with whom they work. 
	
· Please describe the steps that your agency has taken to meet this goal. Include actions taken to establish your agency as a leading service provider to the citizens of New York City focused on diversity, equity, and inclusion, while reflecting the variety of communities that are served.  What steps were taken to evaluate effectiveness of these actions? 

· NYC Aging continues its work of focusing on building an age-inclusive NYC by engaging other City agencies to implement strategies within their diversity plans by conducting workshops, forums, and trainings to continue to create a culture of change internally.
· Engage City agencies in forums on age inclusive learning & development 
· Provide a workshop on age inclusive workplace & culture 
· Work with New York City Council staff to bring awareness and key action steps on ways to combat ageism

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.  NYC Aging’s Silver Stars program seeks to employ experienced New York City public-sector retirees in part-time, project-based assignments 
     at City agencies. The program is part of the NYC Aging’s ongoing commitment to diversifying the workplace to be more age inclusive. 

Please describe the steps that your agency has taken to meet this goal. Include actions taken to establish your agency as a leading service provider to the citizens of New York City focused on diversity, equity, and inclusion, while reflecting the variety of communities that are served.  What steps were taken to evaluate effectiveness of these actions? 

Silver Stars utilizes a wide array of strategies to recruit diverse clients, including:
· Appearing on Russian Television International (RTVi) to discuss the Silver Stars program
· Outreach to NYC Managerial Employees Association members. 
· NYC Aging partnered with Staten Island’s premier newspaper, SI Advance, to encourage Staten Island retirees to participate in Silver Stars. The program was also highlighted in a PIX11 segment. 
· NYCERS and BERS, two of the City’s pension systems, publicized the program to their members.    


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	


6. Aging Connect is an information and referral contact center connecting older adults, professionals, and caregivers to age-inclusive 
    resources, services, and opportunities.  To further streamline efforts, NYC Aging worked closely with the Mayor’s Office of 
    Correspondence and 311 to improve data and information sharing processes and continued adherence to citywide response times. 
    
    In FY2023, Aging Connect will continue its efforts to engage the private sector to offer meaningful volunteer opportunities for older New 
    Yorkers of diverse background as well as create opportunities for private corporations, including ‘Adopt an Older Adult Center,’ an 
    endeavor currently under development.

Please describe the steps that your agency has taken to meet this goal. Include actions taken to establish your agency as a leading service provider to the citizens of New York City focused on diversity, equity, and inclusion, while reflecting the variety of communities that are served.  What steps were taken to evaluate effectiveness of these actions? 

· The Aging Connect and Public Engagement Teams have increased outreach to the Spanish and Chinese communities, as well as other underserved communities such as the Haitian, Sikh, and Arabic communities.
· A new staff member was onboarded to focus on engaging the private sector.


Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	


· Please specify any other Community-directed activities during the quarter (e.g., meetings, educational and cultural programs, promotion of agency services, community fairs, etc.) and describe the activities, including the dates when the activities occurred

· NYC Aging appeared on Russian Television International (RTVi) to discuss the Silver Stars program, – August 25, 2023
· NYC Aging presented to NYC Managerial Employees Association members, – August 25, 2022
· NYC Aging partnered with Staten Island’s premier newspaper, SI Advance, to encourage Staten Island retirees to participate in Silver Stars, – July 3, 2022
· Silver Stars highlighted in a PIX11 segment, – August 15, 2022
· NYCERS and BERS, two of the City’s pension systems, publicized the program to their members, - August newsletter

Building an age-inclusive NYC:
· Age Inclusive Learning & Development – July 28, 2022
· Age Inclusive Workplace Culture – August 29, 2022
· Intergenerational Programming: 4-week Intergenerational Safety Series on starting July 12, 2022, culminating on August 4, 2022, at Queensbridge Jacob Riis Older Adult Center - August 4, 202


D. Equity, Inclusion and Race Relations Initiatives:

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

1.   Engage and educate public officials on ageism, and emerging aging issues to support NYC Aging agenda and priorities. We continue to engage City agencies in discussions focused on building an age inclusive NYC. By adopting and acting on holistic DEI approaches, City agencies can not only create a culture of change internally but can also influence thousands of associated providers and vendors.

· Please describe the steps that your agency has taken to meet this goal. Include steps taken to establish your agency as a leader in creating equitable and inclusive workplace environment and enhancing cultural competency. What steps were taken to evaluate effectiveness of these actions?

· NYC Aging continues its work which focuses on building an age-inclusive NYC by engaging other City agencies to implement strategies within their diversity plans by conducting workshops, forums, and trainings to continue to create a culture of change internally.
· Engage City agencies in forums on an age inclusive learning & development.
· Provide a workshop on an age inclusive workplace & culture to other City Agencies.
· Work with the New York City Council staff to bring awareness and key action steps on ways to combat ageism.

	
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. Continue the Muster Highlight News which provide staff with learning opportunities focused on diversity, equity, and inclusion.


· Please describe the steps that your agency has taken to meet this goal. Include steps taken to establish your agency as a leader in creating equitable and inclusive workplace environment and enhancing cultural competency. What steps were taken to evaluate effectiveness of these actions?

· Through the weekly Muster (agencywide forum) and special programming, NYC Aging continues to provide learning opportunities on Diversity, equity, and Inclusion to all staff.
· NYC Aging staff celebrated Hispanic Heritage Month learning about the culture and contributions of Hispanic Americans. Staff also had the opportunity to collaborate and engage in learning facts about Hispanic Heritage.
· NYC Aging led the elderly Chinese to play tai chi and introduced measures to prevent falls 
· NYC Aging’s Older Adult Centers (OAC) celebrated National OAC Month across the five boroughs of New York City.
· NYC Aging’s collaborated with Temple University-College of Public Health to provide Falls Prevention Supportive services.

Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	


3.   In Fall of FY23, the agency will continue with its EAP support group to provide NYC Aging’s social workers and direct service employees a safe space to share concerns regarding explicit/implicit bias from clients and/or from client caregivers, and to gain coping skills and techniques.  It is an opportunity to share experiences and a space for voicing feelings with others who have experienced similar situations, and for other colleagues to show their support by standing with them. 

· Please describe the steps that your agency has taken to meet this goal. Include steps taken to establish your agency as a leader in creating equitable and inclusive workplace environment and enhancing cultural competency. What steps were taken to evaluate effectiveness of these actions?

· Agency continues to collaborate with the EAP as a referral source for staff and as a resource guide to provide training on topics that will help staff deal with the traumas of the job; EAP sessions are open to all staff.


Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	


4.   Continue to partner with Right to Be (formerly known as Hollaback) to provide training for staff on Bystander Intervention and address gender-based harassment to help staff become allies and help end street harassment.

· Please describe the steps that your agency has taken to meet this goal. Include steps taken to establish your agency as a leader in creating equitable and inclusive workplace environment and enhancing cultural competency. What steps were taken to evaluate effectiveness of these actions?

· NYC Aging Agency will continue to work with Right to Be (formerly known as Hollaback) when necessary to bring relevant trainings to staff.

Q1 Update: 	☐ Planned       ☐ Not started	 ☒ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q2 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q3 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	
Q4 Update: 	☐ Planned       ☐ Not started	 ☐ Ongoing 	☐ Delayed 	☐ Deferred 	☐ Completed	


· Please specify Equity and Race Relations initiatives embarked on or continued from previous year(s) (e.g., meetings, educational and cultural programs, presentations, discussions, books/articles, other suggested readings, etc.) and describe the activities, including the dates when the activities occurred.

· Age Inclusive Learning & Development – July 28, 2022
· Hispanic Heritage Month – September 14, 2022
· Older American Center Month – September 22, 2022
· NYC Aging led the elderly Chinese Falls Prevention – September 28, 2022 
· Age Inclusive Workplace Culture – August 29, 2022




I. [bookmark: _Toc116503096][bookmark: _Toc116503132][bookmark: _Toc116573390][bookmark: _Toc116662130][bookmark: _Toc116662226][bookmark: _Toc116662259][bookmark: _Toc116664279][bookmark: _Toc116664340]
II. [bookmark: _Toc116503097][bookmark: _Toc116503133][bookmark: _Toc116573391][bookmark: _Toc116662131][bookmark: _Toc116662227][bookmark: _Toc116662260][bookmark: _Toc116664280][bookmark: _Toc116664341]
III. [bookmark: _Toc116503098][bookmark: _Toc116503134][bookmark: _Toc116573392][bookmark: _Toc116662132][bookmark: _Toc116662228][bookmark: _Toc116662261][bookmark: _Toc116664281][bookmark: _Toc116664342]
IV. [bookmark: _Toc116503099][bookmark: _Toc116503135][bookmark: _Toc116573393][bookmark: _Toc116662133][bookmark: _Toc116662229][bookmark: _Toc116662262][bookmark: _Toc116664282][bookmark: _Toc116664343]
V. [bookmark: _Toc116664344]Recruitment
A. Recruitment Efforts
Please list Recruitment Initiatives and Strategies which you set/declared in your FY 2023 Diversity, Equity, Inclusion and EEO Plan (e.g., targeted outreach and outreach, diversity recruitment, social media presence, where jobs are posted, EEO and APO collaboration, evaluation of best recruitment sources, structured interview training and unconscious bias training). 

1. NYC Aging will continue to review policies, procedures, and practices related to targeted outreach and recruitment. We will also utilize the Inclusive Recruitment Guide Issued by the Office of Citywide Equity and Inclusion to develop strategic recruitment plans, review underutilization in job groups to inform recruitment efforts, identify resources to bolster efforts aimed at increasing the effectiveness of diversity recruitment, put in place an operating, up-to-date, accessible website, mobile application, and social media presence related to EEO protection and rights.

· Please describe the steps that your agency has taken to meet these initiatives/strategies. What steps were taken to evaluate effectiveness of these actions?

· Assess agency job postings to ensure new diversity, inclusion, and equal opportunity employer messaging is included
· Share job vacancy notices with the Mayor’s Office for People with Disabilities at nycatwork@mopd.nyc.gov, 212-788-2830 and ACCES VR by sending the job vacancy notices to Maureen Anderson at Maureen.Anderson@nysed.gov, (212) 630-2329 to share with their clients.
· Post ALL vacancies on NYC Careers to ensure that agency personnel involved in both the discretionary and the civil service hiring process have access.
· Increase the diversity of the applicant pool for specific titles, occupations or units and identify relevant professional and community organizations serving a broad segment of potential applicants for City employment.
· Utilize listings of diverse recruitment outreach sources, and contact such organizations when positions become available where the agency may use discretion in hiring.
· Ensure that agency personnel involved in both the discretionary and the civil service hiring process have received Structured Interviewing training, Unconscious Bias training, and Everybody Matters EEO and Diversity and Inclusion Training.
· Assess recruitment efforts to determine whether such efforts adversely impact a particular group.

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. NYC AGING uses diverse recruitment sources with the goal and expectation of receiving a diverse applicant pool.


· Please describe the steps that your agency has taken to meet these initiatives/strategies. What steps were taken to evaluate effectiveness of these actions?
	
· NYC Aging will continue to use LinkedIn to advertise job openings in FY23 to attract a diverse pool of applicants.
· NYC Aging generally engage non-profit organizations to recruit qualified candidates to fill vacancies.  
· NYC: ATWORK - Share postings and use as a recruitment tool - NYC: ATWORK will identify, recruit and pre-screen eligible qualified candidates before we meet them; streamline the 55-a eligibility process through collaborative partnership with authorized entities, ACCES-VR and NYSCB upon employment offer; work with DCAS in following each candidate’s status in the 55-a process and they have been hired. 
· Colleges and Universities – NYC Aging partners with NYC-based colleges and universities to send job openings for posting.

	
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	


B. Internships/Fellowships

NYC Aging is providing the following internship opportunities in FY 2023. [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 Total:

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

Gender* [#s]:  M _1__ F ___ N-B ___ O ___ U ___

2. Public Service Corps Total: n/a

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

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

3. Summer College Interns Total: n/a

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

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

4. Summer Graduate Interns Total: n/a

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

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

5. Other (specify) Total: College Aides

Race/Ethnicity* [#s]: Black_3__ Hispanic_1__ Asian/Pacific Islander___ Native American___ White___ Two or more Races___

Gender* [#s]: M __1_ F _7__ N-B ___ O ___ U ___

Additional comments: 



C.	55-A Program

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

Currently, NYC Aging employs the following number of 55-a participants:

Q1 (9/30/2022):  ____3______  Q2 (12/31/2022):  __________  Q3 (3/31/2023):  __________  Q4 (6/30/2023):  __________

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

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

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

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

The 55-a Coordinator has achieved the following goals:

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

2.  ___________________________________________________________________________________
3.  ___________________________________________________________________________________


V. Selection (Hiring and Promotion)

Please review Section VI of your FY 2023 Diversity, Equity, Inclusion and EEO Plan and describe your activities for this quarter below:

Please list additional Selection Strategies and Initiatives which you set/declared in your FY 2023 Diversity, Equity, Inclusion and EEO Plan (e.g., use of structured interview, EEO or APO representatives observing interviews, review of placements, review of e-hire applicant data).	

1. Review policies, procedures, and practices related to hiring (including vacancy announcements, use of certification lists, and the selection process for mission critical positions), promote employee awareness of opportunities for promotion and transfer within the agency, arrange for agency wide notification of promotional and transfer opportunities, encourage the use of training and development programs to improve skills, performance and career opportunities, provide information to staff on both internal and external Professional Development training sources, explain the civil service process to staff and including what it means to become a permanent civil servant, provide technical assistance in applying for upcoming civil service exams, provide agency staff with citywide vacancy announcements, civil service exams notices and other career development information, and assist employees and Job Training Program participants in assessing and planning to develop career paths.

· Please describe the steps that your agency has taken to meet this goal. What steps were taken to evaluate effectiveness of these actions?

· Targeted programs to enhance employee knowledge and skills
· Ensure job vacancies are posted for employees to view and access
· Career Counseling
· Review of effective interview techniques
· Review of techniques to promote career growth and handle change
· Review the Civil Services process
· Provide Structured Interviewing Training for hiring managers and supervisors


2. Reviewing the methods by which candidates are selected for appointment, promotion, or to fill vacancies (new hires), especially for mid- and high-level discretionary positions.


· Please describe the steps that your agency has taken to meet this goal. What steps were taken to evaluate effectiveness of these actions?

· New hires are selected for appointment, promotion, or to fill vacancies by hiring managers are trained on Structured Interviewing. 
· Selection for appointment, promotion, or to fill vacancies for mid- and high-level discretionary positions don’t, first by hiring managers who are trained in Selection Interviewing and going through the Mayor’s Office of Appointments, Hiring, Promotion, and Vetting Procedures.
 
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).

· Ensure that all vacancy announcements include the revised NYC EEO I Anti-Discrimination Statement.
· Review vacancy postings to ensure elimination of language that has the potential for gender and age stereotyping and other unlawful discrimination.  (It is recommended to use gender-neutral terms and pronouns and language that is age-inclusive).
· Actively monitor agency job postings and ensure recruitment strategy aligns with the agency’s diversity goals.
· Provide consultation regarding creation/review of objective criteria for evaluating candidates for hire or promotion and applying those criteria consistently to all candidates.
· Work in collaboration with the Chief Human Resources Officer, review interview questions to ensure that they are EEO-compliant, job-related, and required by business necessity.
· Assist the hiring manager if a reasonable accommodation is requested during the interview.
· Observe interviews, when necessary, especially for underutilized job titles and/or mid- and high-level discretionary positions.
· Advise Office of Human Resources to use a candidate evaluation form for uniform assessment and equity in hiring.


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

· The agency will use the DCAS Layoff Procedure as guidance, should there be any layoffs, terminations, and demotions due to legitimate business/operational reasons in FY 2023.
· The agency will analyze the impact of layoffs or terminations on racial, gender, age groups, and people with disabilities.
· Where layoffs or terminations would have a disproportionate impact on any of these groups, the agency will document that the targeted titles or programs were selected based on objective criteria and justified by business necessity.
· The Agency Personnel Officer, EEO Officer and General Counsel will be involved in making layoff or termination decisions. It should be noted that layoffs must be conducted by seniority in compliance with civil service law (for competitive titles) and union contract (for non-competitive and labor class titles).

5.    Other:

During this Quarter the Agency activities included:	# of Vacancies		# of New Hires	# of New Promotions
 							Q1	   # __19___		    # __20___		   # ___3__
Q2	   # _____		    # _____		   # _____
Q3	   # _____		    # _____		   # _____
Q4	   # _____ 		    # _____ 		   # _____
I. [bookmark: _Toc116503101][bookmark: _Toc116503137][bookmark: _Toc116573395][bookmark: _Toc116662135][bookmark: _Toc116662231][bookmark: _Toc116662264][bookmark: _Toc116664284][bookmark: _Toc116664345]
II. [bookmark: _Toc116503102][bookmark: _Toc116503138][bookmark: _Toc116573396][bookmark: _Toc116662136][bookmark: _Toc116662232][bookmark: _Toc116662265][bookmark: _Toc116664285][bookmark: _Toc116664346]
III. [bookmark: _Toc116503103][bookmark: _Toc116503139][bookmark: _Toc116573397][bookmark: _Toc116662137][bookmark: _Toc116662233][bookmark: _Toc116662266][bookmark: _Toc116664286][bookmark: _Toc116664347]
IV. [bookmark: _Toc116503104][bookmark: _Toc116503140][bookmark: _Toc116573398][bookmark: _Toc116662138][bookmark: _Toc116662234][bookmark: _Toc116662267][bookmark: _Toc116664287][bookmark: _Toc116664348]
V. [bookmark: _Toc116503105][bookmark: _Toc116503141][bookmark: _Toc116573399][bookmark: _Toc116662139][bookmark: _Toc116662235][bookmark: _Toc116662268][bookmark: _Toc116664288][bookmark: _Toc116664349]
VI. [bookmark: _Toc116664350]Training

[bookmark: _Hlk530067472]Please provide your training information in Part II of the report “Diversity, Equity, Inclusion and EEO Training Summary” (in MS Excel). Attached


IV. [bookmark: _Toc116503107][bookmark: _Toc116503143][bookmark: _Toc116573401][bookmark: _Toc116662141][bookmark: _Toc116662237][bookmark: _Toc116662270][bookmark: _Toc116664290][bookmark: _Toc116664351]
V. [bookmark: _Toc116503108][bookmark: _Toc116503144][bookmark: _Toc116573402][bookmark: _Toc116662142][bookmark: _Toc116662238][bookmark: _Toc116662271][bookmark: _Toc116664291][bookmark: _Toc116664352]
VII. [bookmark: _Toc116664353]Reasonable Accommodation

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


VIII. [bookmark: _Toc116664354]Compliance and Implementation of Requirements Under Executive Orders and Local Laws


A. Local Law 92:  Annual Sexual Harassment Prevention training

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


B. Local Law 97:  Annual Sexual Harassment Reporting

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

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

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

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


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

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

D. Local Law 101:  Climate Survey

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

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

1. Increase employees’ familiarity with the EEO Policy.

The EEO Office continues to work to ensure staffs familiarity with the EEO Policy by ensuring all staff, including managers, and supervisors are aware of the location, and have easy access to the policy.

· Please describe the steps that your agency has taken to meet these goals. What steps were taken to evaluate effectiveness of these actions?

· Share quarterly emails reminding staff of the EEO Policy and Procedures, including their location.
· Post on the agency’s intranet, EEO resources, including the EEO Policy
· Encourage EEO presence at staff meetings to bring awareness.
· Post the EEO Policy on agency bulletin boards

2. Improve the EEO Office’s visibility to the workforce.

The EEO Office will continue to share information to increase visibility to staff.

· Please describe the steps that your agency has taken to meet this goal. What steps were taken to evaluate effectiveness of these actions?

· The EEO Office will continue to make presentations on the Employee Muster on various aspects of the EEO Office
· Post on the agency’s intranet EEO resources, and location of the EEO Office
· Encourage EEO presence at staff meetings.
· Provide EEO Policy upon onboarding of new employees

3. Improve employees’ knowledge of the EEO complaint process, including where and how to file a formal complaint, and what happens after a complaint is filed.

The EEO Office will continue to share information with staff throughout the year to improve employees’ knowledge of the EEO complaint process, including where and how to file a formal complaint, and what happens after a complaint is filed.

· Please describe the steps that your agency has taken to meet these initiatives/strategies. What steps were taken to evaluate effectiveness of these actions?

· The EEO Office will continue to make presentations on the Employee Muster on various aspects of the EEO Office.
· Post on the agency’s intranet, EEO complaint process, where and how to file a formal complaint, and what happens after a complaint is filed.
· Encourage EEO presence at staff meetings to review and answer questions if needed
· Post on agency bulletin boards the EEO complaint Process at-a-Glance
· Provide EEO Policy upon onboarding of new employees

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

The EEO Office will ensure all staff including managers and supervisors, complete the City-mandated Sexual Harassment training.

· Please describe the steps that your agency has taken to meet this goal. What steps were taken to evaluate effectiveness of these actions?

· The EEO Office will monitor the completion of Sexual Harassment training by all staff, including managers and supervisors
· Encourage EEO presence at staff meetings to review and answer questions if needed
· Provide EEO Policy upon onboarding of new employees
· Post Sexual Harassment information on agency bulletin boards

5. Improve managers’ and supervisors’ awareness of measures that an employee may take to report any violations under the EEO Policy, including discrimination and sexual harassment.

EEO Office will ensure managers and supervisors are aware of measures that an employee may take to report any violations under the EEO Policy, including discrimination and sexual harassment.

· Please describe the steps that your agency has taken to meet this goal. What steps were taken to evaluate effectiveness of these actions?

· Ensure managers and supervisors complete the City-mandated Sexual Harassment Prevention training
· Encourage EEO presence at staff meetings to review and answer questions if needed
· Provide EEO Policy upon onboarding of new employees.

6. Improve managers’ and supervisors’ knowledge of whom and where to direct employees who may want to discuss a complaint (s) under the EEO Policy.  

EEO Office will ensure managers and supervisors are aware of who the EEO Officer and Counselors are, and where to direct employees who may want to discuss a complaint under the EEO Policy.  

· Please describe the steps that your agency has taken to meet this goal. What steps were taken to evaluate effectiveness of these actions?

· Ensure managers and supervisors are aware of and the location of the EEO Policy.
· Encourage EEO presence at staff meetings to review and answer questions if needed
· Provide EEO Policy upon onboarding of new employees.
· Post on agency bulletin boards the EEO Complaint Process at-a-Glance
· Post on the agency’s intranet, the EEO complaint process and with whom and where employees may discuss complaints under the EEO Policy.


I. [bookmark: _Toc116503111][bookmark: _Toc116503147][bookmark: _Toc116573405][bookmark: _Toc116662145][bookmark: _Toc116662241][bookmark: _Toc116662274][bookmark: _Toc116664294][bookmark: _Toc116664355]
II. [bookmark: _Toc116503112][bookmark: _Toc116503148][bookmark: _Toc116573406][bookmark: _Toc116662146][bookmark: _Toc116662242][bookmark: _Toc116662275][bookmark: _Toc116664295][bookmark: _Toc116664356]
III. [bookmark: _Toc116503113][bookmark: _Toc116503149][bookmark: _Toc116573407][bookmark: _Toc116662147][bookmark: _Toc116662243][bookmark: _Toc116662276][bookmark: _Toc116664296][bookmark: _Toc116664357]
IV. [bookmark: _Toc116503114][bookmark: _Toc116503150][bookmark: _Toc116573408][bookmark: _Toc116662148][bookmark: _Toc116662244][bookmark: _Toc116662277][bookmark: _Toc116664297][bookmark: _Toc116664358]
V. [bookmark: _Toc116503115][bookmark: _Toc116503151][bookmark: _Toc116573409][bookmark: _Toc116662149][bookmark: _Toc116662245][bookmark: _Toc116662278][bookmark: _Toc116664298][bookmark: _Toc116664359]
VI. [bookmark: _Toc116503116][bookmark: _Toc116503152][bookmark: _Toc116573410][bookmark: _Toc116662150][bookmark: _Toc116662246][bookmark: _Toc116662279][bookmark: _Toc116664299][bookmark: _Toc116664360]
VII. [bookmark: _Toc116503117][bookmark: _Toc116503153][bookmark: _Toc116573411][bookmark: _Toc116662151][bookmark: _Toc116662247][bookmark: _Toc116662280][bookmark: _Toc116664300][bookmark: _Toc116664361]
VIII. [bookmark: _Toc116503118][bookmark: _Toc116503154][bookmark: _Toc116573412][bookmark: _Toc116662152][bookmark: _Toc116662248][bookmark: _Toc116662281][bookmark: _Toc116664301][bookmark: _Toc116664362]
IX. [bookmark: _Toc116664363]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.

	☐ The agency has submitted or will submit to DCAS Citywide Equity and Inclusion an amendment letter, which shall amend the agency      plan for FY 2022.

☐ The agency received a Certificate of Compliance from the auditing agency.

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


[bookmark: _Toc116664364]Appendix A: EEO Personnel Details

EEO Personnel For __1st__ Quarter, FY 2023

Personnel Changes

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

	
Employee's Name & Title
	1. 
	2. 
	3. 

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

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

	

	Employee's Name & Title
	
	
	

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

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

	For New EEO Professionals:

	
Name & Title
	4. 
	5. 
	6. 

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

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

	

	Name & Title			
	
	
	

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

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



	
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. Heava Lawrence-Challenger
	2.	Eric Rivera
	3.	Dianna Maus 

	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 Training Continued:

	EEO Training completed within the last two years, including the Current Quarter (EEO and D&I Officers, Deputies, and all new EEO Professionals):

	Name & EEO Role
	4. Yvette Santiago
	5. Abubaker Daud
	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 full mailing address of the principal Agency EEO Office:


Diversity and EEO Staffing as of _1st__Quarter FY 2023*


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

	EEO Officer/Director
	Heava Lawrence-Challenger
	Administrative Staff Analyst
	20
	Hlawrence@aging.nyc.gov
	212-602-6926

	Deputy EEO Officer OR
Co-EEO Officer
	
	
	
	
	

	Chief Diversity & Inclusion Officer
	Eric Rivera
	Administrative Staff Analyst NM II
	10
	Erivera@aging.nyc.gov

	212-602-7760


	Diversity & Inclusion Officer
	
	
	
	
	

	Chief Diversity Officer/Chief MWBE Officer per E.O. 59
	Eric Rivera
	Administrative Staff Analyst NM II
	5
	Erivera@aging.nyc.gov

	212-602-7760


	ADA Coordinator
	Heava Lawrence-Challenger
	Administrative Staff Analyst
	2
	Hlawrence@aging.nyc.gov
	212-602-6926

	Disability Rights Coordinator
	Heava Lawrence-Challenger
	Administrative Staff Analyst
	2
	Hlawrence@aging.nyc.gov
	212-602-6926

	Disability Services Facilitator
	Heava Lawrence-Challenger
	Administrative Staff Analyst
	2
	Hlawrence@aging.nyc.gov
	212-602-6926

	55-a Coordinator
	Sade McIntosh
	Administrative Staff Analyst M-IV
	2
	SMcIntosh@aging.nyc.gov
	212-602-4408

	Career Counselor
	Sade McIntosh
	Administrative Staff Analyst M-IV
	2
	SMcIntosh@aging.nyc.gov
	212-602-4408

	EEO Counselor
	
	
	
	

	

	EEO Investigator
	
	
	
	
	

	EEO Counselor\ Investigator 
	Eric Rivera
Diana Maus
Abubaker Daud
Yvette Santiago
	Admin. Program Officer M-I
Admin. Staff Analyst NM II
Management Auditor I
Community Coordinator
	2
2
2
2
	Erivera@aging.nyc.gov
Ddmaus@aging.nyc.gov
ADaud@aging.nyc.gov
YSantiago@aging.nyc.gov

	

212-602-7760
212-602-7759
212-602-4488
212-602-6930



	Investigator/Trainer
	
	
	
	
	

	EEO Training Liaison
	Heava Lawrence-Challenger
	Administrative Staff Analyst
	2
	Hlawrence@aging.nyc.gov
	212-602-6926

	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 
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