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AGENCY NAME: __DEPARTMENT OF SMALL BUSINESS SERVICES__________________________                                                                                                                             

	 ☒  1st Quarter (July -September), due November 6, 2020		 ☒  2nd Quarter (October - December), due January 29, 2021
	 ☒  3rd Quarter (January -March), due April 30, 2021			 ☒  4th Quarter (April -June), due July 30, 2021

Prepared by:     
Angelita McDonald - Major                              EEO Director                                       amcdonald@sbs.nyc.gov                                212-618-8782                                                                  ________        ________                                                                                   _____                                                                                                 _____
Name                                                                            Title	                                          E-mail Address                                              Telephone No.               

Date Submitted: _August 30, 2021__                                         
                                                                                                                                                        

	
FOR DCAS USE ONLY:				Date Received:



INSTRUCTIONS FOR FILLING OUT QUARTERLY REPORTS FY 2021
[NOTE:  These forms are cumulative. For Q2, Q3 and Q4 use previous quarter’s submission to update]

1. Please save this file as ‘SBS Quarter 1 FY 2021 DEEO 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 and EEO Training Summary” details in the attached Excel file. Under Section 10 (“Other”), 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 ‘SBS Quarter 1 FY 2021 DEEO 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.

PART I:  NARRATIVE SUMMARY


I. COMMITMENT AND ACCOUNTABILITY STATEMENT BY THE AGENCY HEAD

[bookmark: _Hlk530066932]Distributed to all agency employees?	☒ Yes, On (Date): ________________	☐ No
						☒ By e-mail	
						☒ Posted on agency intranet
						☐ Other


II. RECOGNITION AND ACCOMPLISHMENTS

The agency recognized employees, supervisors, managers, and units demonstrating superior accomplishment in diversity and equal employment opportunity through the following:

☐ Diversity & EEO Awards
☐ Diversity and EEO Appreciation Events
☒ Public Notices
☐ Positive Comments in Performance Appraisals
☒ Other (please specify): Agency Award Ceremony__

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



III. WORKFORCE REVIEW AND ANALYSIS

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

Q1 (9/30/2020):  ____317_____		Q2 (12/31/2020):  ____298______

Q3 (3/31/2021):  ____296______		Q4 (6/30/2021):  ___285_______


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

	☒ Yes	, On (Date): ___11/30/2020________	☐ No		


3. 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):	 ________________		________________		___1/11/2021____		________________

The review was	☐ Human Resources		☐ Human Resources		☒ Human Resources		☐ Human Resources
conducted with: 	☐ Agency Head		☐ Agency Head		☐ Agency Head		☐ Agency Head
☐ General Counsel		☐ General Counsel		☒ General Counsel		☐ General Counsel
			☐ Other __________		☐ Other _________		☐ Other _________		☐ Other _________
				☒ Not conducted		☒ Not conducted		☐ Not conducted 		☒ Not conducted

IV. EEO, DIVERSITY, INCLUSION, AND EQUITY INITIATIVES FOR FY 2021

Please describe your progress this quarter in implementing the primary goals in Section IV of your Agency Diversity and EEO Plan for FY 2021 - Proactive Strategies to Enhance Diversity, EEO and Inclusion:

A. WORKFORCE:
	
	[bookmark: _Hlk530066305]Please list the Workforce Goal(s) included in Section IV: Proactive Strategies to Enhance Diversity, EEO and Inclusion, which you set/declared in your FY 2021 Diversity and EEO Plan (e.g., underutilization, workforce planning, succession planning and diverse applicant pool, among others):
	Please describe the steps that your agency has taken to meet the Workforce Goal(s) set/declared in your plan.
· Include steps that were taken or considered to build an inclusive and sustainable pipeline for your agency across all levels.

	


Q1
Update

	


Q2
Update

	


Q3
Update

	


Q4
Update


	Encourage employees to update Self-ID information regarding race/ethnicity, gender and veteran status.
	Launched all agency employees Self-Identify campaign through Employee Self Service (ESS), agency intranet and manager/supervisor observation.
	☒ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☐ Completed

	☐
☐
☒
☐
☐
☐
	☐
☐
☒
☐
☐
☐
	☐
☐
☒
☐
☐
☐

	Collaboration between EEO and Human Resources Unit
	EEO Office will shared DCAS Workforce Profile Report data with HR division and Executive staff and create strategies to address potential gap in talent and staffing.
	☒ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☐ Completed

	☐
☐
☒
☐
☐
☐
	☐
☐
☒
☐
☐
☐
	☐
☐
☒
☐
☐
☐

	Collaboration of Agency’s EEO,  HR and General Counsel Office
	Review CEEDS workforce composition and utilization of new hires and promotions data on workforce reporting.
	☒ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☐ Completed

	☐
☒
☐
☐
☐
☐
	☐
☒
☐
☐
☐
☐
	☐
☒
☐
☐
☐
☐

	Describe steps that were taken or considered to address underutilization identified through quarterly workforce reports. Please list Job Groups where underutilization exists in the current quarter.

	
The CEEDS report has not identified areas of underutilization for new hires or promotions.   We will be thoroughly reviewing the reports in detail.





B. WORKPLACE:

	Please list the Workplace Goal(s) included in Section IV: Proactive Strategies to Enhance Diversity, EEO and Inclusion, which you set/declared in your FY 2021 Diversity and EEO Plan (e.g., job satisfaction/engagement surveys, exit interviews/surveys, and onboarding surveys):
	Please describe the steps that your agency has taken to meet the Workplace Goal(s) set/declared in your plan.
· Include steps that were taken or considered to create an inclusive work environment that values differences that each of your unique employees brings to work, and to maintain focus on retaining talent across all levels.
	


Q1
Update

	


Q2
Update

	


Q3
Update

	


Q4
Update


	All Staff Meeting

	Commissioner Jonnel Doris meet with all staff to discuss agency updates, Small Business Recovery Plan and Diversity, Equity & Inclusion plans, announcing new hires, budget overview and administrative updates. Commissioner also used this time to allow staff to raise and address any concerns they may have.

	☒ Planned           
☐ Not started
☒ Ongoing
☐ Delayed
☐ Deferred
☐ Completed
	☒
☐
☐
☐
☐
☐
	☒
☐
☐
☐
☐
☐
	☒
☐
☐
☐
☐
☐

	Black History Month Celebration

	SBS is hosted an internal staff Black History Month event on Friday, February 26 with guest speaker Arva Rice, President
and CEO of the New York Urban League (NYUL)

	☒ Planned           
☐ Not started
☒ Ongoing
☐ Delayed
☐ Deferred
☐ Completed
	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☐

	Women’s History Month Celebration
	SBS hosted a virtual Women's History Month celebration on March 31, with Victoria Gordon Lesourd who is the Chief of Staff at the Athena Center for Leadership Studies at Barnard College, Columbia University.
	☒ Planned           
☐ Not started
☒ Ongoing
☐ Delayed
☐ Deferred
☐ Completed
	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☐

	SBS Winter Party

	SBS hosted our first virtual Winter Party. Staff enjoyed karaoke concert and played SBS versions of “JeoParty” and guess your favorite tunes! This was a great time for colleagues to reconnect.

	☒ Planned           
☐ Not started
☒ Ongoing
☐ Delayed
☐ Deferred
☐ Completed
	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☐

	SBS Kids Day


	SBS hosted its first ever SBS Virtual Kids Day Wednesday, July 29, 2020. Children of employees were able to participate in a few virtual events throughout the day (hosted by SBS staff) as well as a special meet and greet with Commissioner Doris. Children of all ages are welcome to attend this event.

	☒ Planned           
☐ Not started
☒ Ongoing
☐ Delayed
☐ Deferred
☐ Completed
	☐
☐
☒
☐
☐
☐
	☐
☐
☒
☐
☐
☐
	☐
☐
☒
☐
☐
☐

	SBS Wellness Day

	Day filled of interactive virtual activities such as yoga, healthy eating class, a workout session and much more provided by WorkWell NYC.


	☒ Planned           
☐ Not started
☒ Ongoing
☐ Delayed
☐ Deferred
☐ Completed
	☒
☐
☐
☐
☐
☐
	☒
☐
☐
☐
☐
☐
	☒
☐
☐
☐
☐
☐

	Diversity and Inclusion Award
	Agency is in the process of formulating a IDEA Council which will be responsible for creating  ERGs, cultural events and social  notices. 



	☒ Planned           
☐ Not started
☒ Ongoing
☐ Delayed
☐ Deferred
☐ Completed
	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☐
	☐
☒
☐
☐
☐
☐

	Monthly Birthday Gathering





	Commissioner Jonnel Doris host virtual birthday celebration with SBS employees.  A great opportunity for employees to get together in community and converse on a variety of topics with the Commissioner.
	☒ Planned           
☐ Not started
☒ Ongoing
☐ Delayed
☐ Deferred
☐ Completed
	☐
☐
☒
☐
☐
☐
	☐
☐
☒
☐
☐
☐
	☐
☐
☒
☐
☐
☐

	
All Staff Meeting


	Commissioner Jonnel Doris meet with all staff monthly to discuss agency updates, Small Business Recovery Plan and Diversity, Equity & Inclusion plans, announcing new hires, Agency budget overview and administrative updates. Commissioner also used this time to allow staff to raise and address any concerns they may have.

	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☒ Completed

	☐
☐
☐
☐
☐
☐
	☐
☐
☒
☐
☐
☐
	☐
☐
☒
☐
☐
☐




	
Black History Month Celebration

	SBS is hosted an internal staff Black History Month event on Friday, February 26 with guest speaker Arva Rice, President
and CEO of the New York Urban League (NYUL)

	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☒ Completed

	☐
☐
☐
☐
☐
☒
	☐
☐
☐
☐
☐
☒
	☐
☐
☐
☐
☐
☒

	Women’s History Month Celebration
	SBS hosted a virtual Women's History Month celebration on March 31, with Victoria Gordon Lesourd who is the Chief of Staff at the Athena Center for Leadership Studies at Barnard College, Columbia University.
	☒ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☒ Completed

	☐
☐
☐
☐
☐
☒
	☐
☐
☐
☐
☐
☒
	☒
☐
☐
☐
☐
☐

	
SBS Celebrates AAPI Heritage Month
	SBS hosted an event for Asian American and Pacific Islander Heritage month with Jo-Ann Yoo on May 19, 2021.
	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☒ Completed

	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☒

	SBS hosted the 6th Asian American Small Business Taskforce meeting
	On April 5th SBS hosted the 6th Asian American Small Business Taskforce meeting, led by Asian Community Liaison, Michael Fong to discuss small businesses and community related matters with the Asian American Small Business Taskforce members. Think! Chinatown and OATH were invited as the guest speakers for meeting..
	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☒ Completed

	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☒

	SBS Celebrated LGBTQIA Pride Month
	SBS hosted an event on June 30th in celebration with speaker Ashe McGovern, the Senior LGBTQ Policy advisory at the Office of the Mayor.
	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☒ Completed
	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☒

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

	~ Diversity & Inclusion Webinar Training announcements – January 25, 2021 and February 12, 2021 
~ Black History Month Virtual Celebration was held on February 24, 2021.
~ Women’s History Month Virtual Celebration was held on March 31, 2021.
~ Facilitated strategic planning committee meeting with a consulting company, hired to conduct DEI assessment and convene ad hoc committee of SBS staff members to engage in the DEI strategic planning process.  group be comprised of 25 participants to assure a good cross representation of the organization.
~ April 5, 2021 SBS hosted the 6th Asian American Small Business Taskforce meeting
~ Asian American and Pacific Islander Heritage held on May 19, 2021
~  LGBTQIA Virtual Celebration held on June 30, 2021








C. COMMUNITY:

	Please list the Community Goal(s) included in Section IV:  Proactive Strategies to Enhance Diversity, EEO and Inclusion, which you set/declared in your FY 2021 Diversity and EEO Plan (e.g., community outreach and engagement, MWBE participation and customer satisfaction surveys):
	Please describe the steps that your agency has taken to meet the Community Goal(s) set/declared in your plan.
·  Include steps that were taken or considered to establish your agency as a leading service provider to the citizens of New York City focused on inclusion and cultural competency, while reflecting the vast communities that are served.

	


Q1
Update

	


Q2
Update

	


Q3
Update

	


Q4
Update


	The COVID Recovery Surcharge Is a Farce





	




	New York City Council announced that it had passed a new bill allowing restaurants to add a COVID surcharge of 10 percent. The law will stay in place until 90 days after indoor dining is brought back to full capacity, but like so much else done over the past six months, it’s a gesture of help that does too little.

	☒ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☒ Completed
	☒
☐
☐
☐
☐
☐
	☒
☐
☐
☐
☐
☐
	☒
☐
☐
☐
☐
☐

	Mayor De Blasio Announces New Commitments To Further Black Entrepreneurship In New York City.







	Mayor de Blasio announced new commitments to further invest in Black entrepreneurs in all five boroughs. The BE NYC initiative is a first-of-its-kind model, which aims to increase the number of Black-owned businesses in New York City with a focus on growing businesses in high-growth industries. As part of the City’s commitment to close the racial wealth gap and support Black-owned businesses, the Department of Small Business Services is releasing the landmark Black entrepreneurship report and using its partnerships to launch four new programs for Black business owners.

	☒ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☒ Completed
	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☐

	Mayor signs executive order to help minority and women-owned businesses




	




	“MWBs are critical to the very fabric of New York City,” said Maggie Austin, Senior Advisor and Director of the Mayor’s Office of Minority and Women-Owned Enterprises, who joined the mayor during his morning press conference. “They contribute to the vitality and vibrancy of each and every single neighborhood in the city and they represent the future of business and the future of this city.”

	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☒ Completed
	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☐

	
The Secretary of the Small Business Services Bureau visits 8th Avenue to appeal to businesses to make good use of free resources




	
	Commissioner Jonnel Doris, the Director of the Municipal Bureau of Small Business Services recently visited 8 Avenue at the invitation of members of the Brooklyn (Brooklyn) Community to listen to the problems faced by Chinese businesses.  

The Commissioner of the Bureau pointed out that it has targeted New York City from May. Many projects have been established for the economic restart, including providing free consultations on the required standards for reopening industries, which can help small businesses avoid being fined for violations of regulations and call on businesses to make good use of these free resources.
	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☒ Completed
	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☐

	Micro Might: New loan program launched uptown




	
	The Upper Manhattan Empowerment Zone (UMEZ) has launched a $2 million microloan program to help uptown businesses and nonprofits recover from the COVID-19 pandemic. Loans of up to $50,000 are available through UMEZ for small businesses and nonprofits with 20 or fewer full-time employees.
	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☒ Completed
	☐
☐
☒
☐
☐
☐
	☐
☐
☒
☐
☐
☐
	☐
☐
☒
☐
☐
☐

	Rep. Maloney and Lower Manhattan Small Businesses Highlight Need for Pandemic Risk Insurance Act, Senate Passage of COVID-19 Relief



	
	Congresswoman Carolyn B. Maloney (NY-12) joined Lower Manhattan small businesses and NYC Department of Small Business Services Commissioner Jonnel Doris to make demands from Mitch McConnell and the U.S. Senate pass crucially needed COVID-19 relief.  New York City’s economic recovery requires passage of the Heroes Act, which has been sitting on McConnell’s desk since May 2020. The House also passed an updated version of this bill in October 2020.
	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☒ Completed
	☒
☐
☐
☐
☐
☐
	☒
☐
☐
☐
☐
☐
	☒
☐
☐
☐
☐
☐

	Watch Commissioner Doris on NY1



	Discussing how black businesses have pre-existing vulnerabilities that can make it
more difficult to stay afloat and highlighting the specialized support SBS offers for Black entrepreneurs through BE NYC.
	☒ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☒ Completed

	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☐

	Centennial Amusement Park in Coney Island reopens in April - Mural Exhibition Vitality





	Affected by the new crown epidemic, Brooklyn Coney Island missed the entire summer tourist season for the first-time last year, and the Centennial Amusement Park and surrounding businesses suffered severe economic blows; the local non-profit organization "Alliance for Coney Island".
	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☒ Completed
	☐
☐
☒
☐
☐
☐
	☐
☐
☐
☐
☐
☐
	☐
☐
☐
☐
☐
☐

	Saving New York City's Small Businesses




	The Mayor's Office for Small Business Services says two-thirds of the city's small business could close their door forever because of the pandemic. It is no secret that small businesses, the life blood of New York, employing nearly 52% of the city's workers, were decimated by COVID-19 and the lockdowns that came with it.
	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☒ Completed

	☐
☐
☒
☐
☐
☐
	☐
☐
☒
☐
☐
☐
	☐
☐
☒
☐
☐
☐

	SBS Emergency Response Unit Success Story
	On March 5, 2021, 16 small businesses at 34-57 74th Street Commercial Corridor in Jackson Heights, Queens, sustained total damages as a result of a 4-alarm fire. NYCEM Watch Command notified Small Business Services
Emergency Response Unit-Intergovernmental Services (SBS ERU-IGS) Executive Director Bernadette Nation, who immediately deployed the ERU-IGS team to respond and inform the 16 impacted small business owners about
SBS Business Recovery Services. Only four out of the 16 impacted business owners had a valid lease agreement and business insurance, while the remaining 12 business owners had no valid lease or insurance.
	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☒ Completed

	☐
☐
☐
☐
☐
☒

	☐
☐
☐
☐
☐
☒

	☐
☐
☐
☐
☐
☒


	Train-the-Trainer Workshop
	SBS Outreach conducted a Train-the-Trainer workshop with the Riverside Language Program on April 12, 2021 to ensure staff members and instructors can help newly arrived immigrant students know how to find free resources available to help them start a business in NYC.
	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☒ Completed

	☐
☐
☐
☐
☐
☒

	☐
☐
☐
☐
☐
☒

	☐
☐
☐
☐
☐
☒


	Compliance Consultations Program

	On June 10, Compliance Advisor Taytana Shekhtman joined the Department of Consumer & Worker Protection (DCWP)'s Community Affairs team for a business corridor walkthrough in Sunset Park, Brooklyn. The team helped distribute translated versions of the SBS and DCWP mobile vending checklist to mobile vendors to help increase compliance. On June 24, Compliance Advisor Angel Pagan gave a presentation at the Emergency Preparedness Webinar covering the most common violations, which helped business owners to understand the City’s rules and regulations, and the Compliance Consultation Program.
	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☒ Completed

	☐
☐
☐
☐
☐
☒

	☐
☐
☐
☐
☐
☒

	☐
☐
☐
☐
☐
☒


	FastTrac and BENYC launched BE NYC Startup Intensive!




	FastTrac and BENYC launched BENYC Startup Intensive, an instructional course to provide Black entrepreneurs with resources and support they need to launch and grow successful businesses. On May 17 and 18, 2021. They launched the first two pilots: one pilot of our "general track" and one pilot of our "women entrepreneurs track", each with just under 30 enrolled participants.

Participants received guidance from experienced facilitators, business experts, and a network of supportive peers to master the fundamentals of entrepreneurship and launch profitable businesses. Our pilots will run until Wednesday, June 16th and Thursday, June 17, when participants will pitch their business ideas.
	☐ 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 briefly the activities, including the dates when the activities occurred.

	~  Investment in infrastructure is a commitment to MWBEs, and in the midst of and after the pandemic, assisting these businesses is more critical than ever. The Building Congress is committed to furthering our support for minority and women-owned businesses in our industry to ensure that economic recovery includes those who are too often overlooked.

~ Significant investment in infrastructure is a proven way to spur economic recovery. Infrastructure across New York and the nation is strained and in dire need of repair—rising to meet this need with an ambitious, comprehensive infrastructure plan will get New Yorkers and people around the country safely back to work, thus fueling the economy, creating jobs and adding billions in economic growth.

~ “When it comes to climate change, bringing in talent from all around the world, to making sure our companies are diverse — these are generally things that people across the population believe in,” Mr. Levine said. “They get framed in these ideological terms that make them political when they’re actually not. My hope is that, for the next four years, we can get to a place where we can talk about policies in a more normal way.”









[bookmark: _Hlk23947624]






V. RECRUITMENT
A. RECRUITMENT EFFORTS
	Please list Recruitment Strategies and Initiatives which you set/declared in your FY 2021 Diversity 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):
	Please describe the steps that your agency has taken to meet the Recruitment Goal(s) set/declared in your plan.
	


Q1
Update

	


Q2
Update

	


Q3
Update

	


Q4
Update


	Internal posting 



	Provided internal employees with the opportunity to grow within the agency, notification sent via newsletter.





	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☒ Deferred
☐ Completed

	☐
☐
☐
☐
☒
☐

	☐
☐
☐
☐
☒
☐

	☐
☐
☒
☐
☐
☐


	Subscribed to paid career websites: LinkedIn, Idealist, CareerBuilder




	Cast a wider net for candidate pool




	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☒ Deferred
☐ Completed

	☐
☐
☐
☐
☒
☐

	☐
☐
☐
☐
☒
☐

	☐
☐
☐
☐
☒
☐


	College Fairs




	Recruited interns and fellows.




	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☒ Deferred
☐ Completed

	☐
☐
☐
☐
☒
☐

	☐
☐
☐
☐
☒
☐

	☐
☐
☐
☐
☒
☐




B.	INTERNSHIPS/FELLOWSHIPS

	The agency is providing the following internship opportunities in FY 2021:
[NOTE:  Please update this table every quarter]

	Type of Internship\Fellowship
	Total
	[bookmark: _Hlk525313981]Race/Ethnicity* [#s]
* Use self-ID data
	Gender* [#s]
[N-B=Non-Binary; O=Other; U=Unknown]
* Use self-ID data

	1. Urban Fellows
	             0
	 
	M ___ F ___ N-B ___ O ___ U ___

	2. Public Service Corps
	           0
	
	M ___ F ___ N-B ___ O ___ U ___

	3. Summer College Interns
	           1
	African American
	M ___ F _1_ N-B ___ O ___ U _x_

	4. Summer Graduate Interns
	           0
	
	M ___ F ___ N-B ___ O ___ U ___

	5. Other (specify): Interns
	           1
	Asian
	M ___ F _1__ N-B ___ O ___ U _x_





	[bookmark: _Hlk530067348]Additional Comments: 








C.	55-A PROGRAM

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

Currently, there are __3__ [number] 55-a participants.

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 __0__ [number] new applications for the program were received.
During the 2nd Quarter _0_ participants left the program due to [state reasons] ________.

During the 3rd Quarter, a total of __0__ [number] new applications for the program were received.
During the 3rd Quarter _0__ participants left the program due to [state reasons] ________.

During the 4th Quarter, a total of _0__ [number] new applications for the program were received.
During the 4th Quarter _0_ participants left the program due to [state reasons] __N/A____.


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

2. Participate in Job Fairs
3. Work Closely with NYCAtWork
4. Circulate Job postings to Disability organizations



VI. SELECTION (HIRING AND PROMOTION)

Please review Section VI of your Annual Plan and describe your activities for this quarter below:

	Please list additional Selection Strategies and Initiatives which you set/declared in your FY 2021 Diversity and EEO Plan (include use of structured interview, EEO or APO representatives observing interviews, review of placements, review of e-hire applicant data)
	Please describe the steps that your agency has taken to meet the Selection (Hiring and Promotion) Goal(s) set/declared in your plan.
	


Q1
Update

	


Q2
Update

	


Q3
Update

	


Q4
Update


	Career Counseling: Advising employees of opportunities for promotion and career development; Notification of promotion/transfer opportunities

	Direct emails are sent out to agency and division wide when new opportunities are available




	☒ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☐ Completed

	☒
☐
☐
☐
☐
☐

	☒
☐
☐
☐
☐
☐

	☒
☐
☐
☐
☐
☐


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



	Unconscious bias & structured interview training for anyone who will participate in interviewing candidates.




	☒ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☐ Completed

	☒
☐
☐
☐
☐
☐

	☐
☐
☒
☐
☐
☐

	☐
☐
☒
☐
☐
☐


	Reviewing the methods by which candidates are selected for promotion or to fill vacancies (new hires) filled through civil service lists


	Reviewing and updating current processes.




	☒ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☐ Completed

	☒
☐
☐
☐
☐
☐

	☒
☐
☐
☐
☐
☐

	☐
☐
☒
☐
☐
☐


	Describe the role of agency EEO Officer and other EEO staff in the selection of candidates for appointment or promotion (pre- and post-appointment)
	Currently the EEO Officer is not involved in the selection and/or promotions of candidates.  
	☐ Planned           
☒ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☐  Completed

	☐
☒
☐
☐
☐
☐

	☐
☒
☐
☐
☐
☐

	☒
☒
☐
☐
☐
☐


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

	The EEO unit recommends reviewing the layoff termination employee list to promote replacement hiring. 




	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☐  Completed

	☐
☒
☐
☐
☐
☐

	☒
☐
☐
☐
☐
☐

	☒
☒
☐
☐
☐
☐


	Other:
	
	☐ Planned           
☐ Not started
☐ Ongoing
☐ Delayed
☐ Deferred
☐  Completed

	☐
☐
☐
☐
☐
☐

	☐
☐
☐
☐
☐
☐

	☐
☐
☐
☐
☐
☐


	During this Quarter the Agency activities included:
			# of Vacancies
		# of New Hires
		# of New Promotions 
	# __2__
# __0__
# __0___

	# _____
# __6__
# _____

	# __1__
# __3__
# __1__

	# __6__
# __0__
# __0__




VII. TRAINING

[bookmark: _Hlk530067472]Please provide your training information in Part II of the report “DIVERSITY AND EEO TRAINING SUMMARY” (in MS Excel).


VIII. 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



IX. COMPLIANCE AND IMPLEMENTATION OF REQUIREMENTS UNDER EXECUTIVE ORDERS AND LOCAL LAWS


A. EXECUTIVE ORDER 16:  TRAINING ON TRANSGENDER DIVERSITY AND INCLUSION

Please provide E.O. 16 Training Information in Part II of the report “DIVERSITY AND EEO TRAINING SUMMARY” (in MS Excel).


B. LOCAL LAW 92:  ANNUAL SEXUAL HARASSMENT PREVENTION TRAINING

Please provide Sexual Harassment Prevention Training Information in Part II of the report “DIVERSITY AND EEO TRAINING SUMMARY” (in MS Excel).




C. 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






D. LOCAL LAW 101:  CLIMATE SURVEY

Please provide a short description of your efforts to analyze the results of climate survey in your agency.

	Describe any follow-up measures taken to address the results of the climate survey:

The Climate Survey concluded on January 15, 2021, awaiting on DCAS’ reporting.
___________________________________________________________________________________________________________









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 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 NYC EEPC or the other auditing agency.

	☐ The agency has submitted or will submit to OCEI an amendment letter, which shall amend the agency plan for FY 2021.






APPENDIX: SMALL BUSINESS SERVICES EEO PERSONNEL DETAILS

EEO PERSONNEL FOR _1st___ QUARTER, FISCAL YEAR 2021


A. PERSONNEL CHANGES

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

	
Employee's Name & Title
	Angelita McDonald-Major, EEO Director
	
	

	Nature of change
	☒  Addition	 Title Change	☐  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:

	NOTE:  Please attach CV/Resume of new staff to this report

	For New EEO Professionals:

	
Name & Title
	Angelita McDonald–Major, EEO Director/EEO Investigator
	Michelle Barnes–Anderson, Director for Disability Services
	Christine Williams, EEO College Intern

	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)

	Proportion of Time Spent on EEO Duties
	☒  100%		☐  Other: (specify %):
	☒  100%		☐  Other: (specify %):
	☒  100%		☐  Other: (specify %):

	Completed Trainings:
EEO Awareness
Diversity & Inclusion
lgbTq: The Power of Inclusion
Sexual Harassment Prevention
Unconscious Bias
	 ☒  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

	Training Source(s):
	☒  DCAS	 ☒  Agency	☐  Other
	☐  DCAS	 ☒  Agency	☐  Other
	☒  DCAS	 ☒  Agency	☐  Other





B. CONTACT INFORMATION (Please list ALL current EEO professionals)

DIVERSITY AND EEO STAFFING IN DEPARTMENT OF SMALL BUSINESS SERVICES AS OF  1ST     QUARTER FY 2021 *

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

	Diversity & Inclusion Officer
	
	
	
	
	

	EEO Officer/Director
	Angelita McDonald - Major
	Associate Staff Analyst
	100%
	amcdonald@sbs.nyc.gov
	(212) 618-8782

	Deputy EEO Officer
	N/A
	
	
	
	

	ADA Coordinator 
	Michelle Barnes-Anderson
	Administration Contract Specialist M-II
	100%
	mbarnes@sbs.nyc.gov
	(212) 618-6717

	Disability Rights Coordinator
	Michelle Barnes-Anderson
	Administration Contract Specialist M-II
	100%
	mbarnes@sbs.nyc.gov
	(212) 618-6717

	Disability Services Facilitator
	Michelle Barnes-Anderson
	Administration Contract Specialist M-II
	100%
	mbarnes@sbs.nyc.gov
	(212) 618-6717

	55-a Coordinator 
	Michelle Barnes-Anderson
	Administration Contract Specialist M-II
	100%
	mbarnes@sbs.nyc.gov
	(212) 618-6717

	Career Counselor
	None
	
	
	
	

	EEO Counselor
	Angelita McDonald-Major
	Associate Staff Analyst
	100%
	amcdonald@sbs.nyc.gov
	(212) 618-8782

	EEO Investigator
	Angelita McDonald-Major
	Associate Staff Analyst
	100%
	amcdonald@sbs.nyc.gov
	(212) 618-8782

	EEO Counselor\ Investigator 
	Angelita McDonald-Major
	Associate Staff Analyst
	100%
	amcdonald@sbs.nyc.gov
	(212) 618-8782

	Investigator/Trainer
	Angelita McDonald-Major
	Associate Staff Analyst
	100%
	amcdonald@sbs.nyc.gov
	(212) 618-8782

	EEO Training Liaison
	Angelita McDonald-Major
	Associate Staff Analyst
	100%
	amcdonald@sbs.nyc.gov
	(212) 618-8782

	Other (describe)
	
	
	
	
	

	
	
	
	
	
	


* 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.     
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