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40 Rector Street, 14% Floor New York, NY 10006
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Chair Executive Director
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 Malini Cadambi Daniel Deputy Director
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Commissioners Counsel

July 16, 2009

Honorable Helen Marshall
President

Borough of Queens

120-55 Queens Blvd

Kew Gardens, New York 11424

Re: Resolution #09/12-013C: Implementation of Corrective Actions Pursuant to the Audit of
Compliance by the Queens Borough President’s Office’s (QBPO) Equal Employment
Opportunity Program (EEOP) from July 1, 2005 to June 30, 2007.

Dear President Marshall:

Pursuant to Section 832 of Chapter 36 of the New York City Charter, the Equal
Employment Practices Commission (EEPC) was required to monitor audit compliance by the
Queens Borough President’s Office (QBPO) for a period not to exceed six months. The
compliance period was December 2008 through May 2009. The QBPO’S Final Comphance
Report was submitted on July 7, 2009.

The goal of monitoring was to determine if the QBPO fmplemented all recommended
corrective actions pursuant to our audit of compliance by your agency with the City’s Equal
Employment Opportunity Policy from July 1, 2005 to June 30, 2007.

After completing its review of the Compliance Reports submitted by your agency, EEPC
staff submitted a Summary Compliance Report for Commission review. After reviewing the
Report this Commission has determined that the QBPO has implemented the recommended
corrective actions as required by Chapters 35 and 36 of the New York City Charter to the
Commission’s satisfaction. The Queens Borough President’s Office is now in compliance with
the requirements of the City’s Equal Employment Opportunity Policy.



On behalf of this Commission, I want to thark you and Co-EEQ Officers Lisa
Atkins and Irving Poy for the cooperation extended to the EEPC Compliance Unit during
the compliance-monitoring period.

Cesar A. Perez, E
Chair

Sincr ely, ,
ol 4=
S

Cr Lisa Atkins, Co-EEO Officer
Irving Poy, Co-EEO Officer



EQUAL EMPLOYMENT PRACTICES COMMISSION

SUMMARY COMPLIANCE REPORT

Agency: Queens Borough President’s Office

Agency Head: Helen Marshall, Borough President |

Co-EEQ Officers: Lisa Atkins
Irving Poy

Audit Period: July 1, 2005 - June 30, 2007

Agency Census as of June 2007: 61

Date of Preliminary Determination Letter: June 19, 2008

Date of Response Letter: ' July 17, 2008

Date of Final Determinations Letter: a August 5, 2008

Compliance Imtiated: January 2009

Compliance Completed: July 2009

Covering Months: December 2008 - June 2009

Date: July 16, 2009

Pursuant to the findings and recommendations of the Equal Employment Practices -
Commission’s (EEPC) Audit of Compliance by the Queens Borough President’s Office (QBPO)
with the City’s Equal Employment Opportunity Policy (EEOP), EEPC initiated Audit
Compliance Monitoring with the QBPO in January 2009. The QBPQO’s final Monthly
Compliance Report was submitted on July 7, 2009.

All fourteen required actions were completed or accepted. The following 1s a summary of
the compliance reports: '

1. It is the Commission’s position that the QBPO should distribute its EXO Policy to all
employees at least annually.

The QBPO said it will distribute the EEO Policy annually; it was distributed to staff in July
2008. Tt submitted a copy of the distribution letter.



The required action was completed in July 2008.

2. The QBPO’s EEO Policy should be updated to include the current male Co-EEQ
officer’s contact information.

The QBPO said it has updated its EEO Policy to include the current male Co-EEO officer’s
contact information. It submitted a copy of the updated EEO Policy.

The required action was completed in July 2008.

3. The QBPO’s EEO Policy should be updated to include all of the “protected classes™
under the New York City and New York State Human Rights Laws. '

The QBPO said that the EEO Policy has been updated to include all of the “protected classes™
under the New York City and the New York State Human Rights Laws. It submiited a copy of
the updated EEO Policy.

The required action was completed in July 2008.

4. All agency recruitment literature should indicate that the agency Is an equal
opportunity employer. '

The QBPO said that it will use the language “the QBPO is an Equal Employment Employer” in
its recruitment literature. It stated that as of July 1® of FY *09 it has been subject to a hiring
freeze; there has been no recruitment literature generated. :

The response to the required action was accepted in June 2009,

5. The QBPO should officially notify staff of the identity- of the disability rights
coordinator. It should also include this information in the EEO Policy.

The QBPO said it has officially appointed the Co-EEO officers as its Co-disability rights
coordinators. This information was included in the July 2008 EEOP memorandum.

The required action was completed in July 2008.

6. To ensure that there are EEO professionals available and authorized to investigate
discrimination complaints, the agency should provide the male Co-EEO officer with
appropriate EEO training. )

The QBPO said that its male Co-EEO officer completed the DCAS’ training for EEO
professionals in September 2008. It submitted a copy of his certificate.

The required action was completed in January 2009, .

7. The Co-EEQO officers should maintain and update a monthly EEO complaint log to
indicate the monthly status of internal and external complaints.



The QBPO said that the Co-EEO officers will maintain a monthly EEO complaint log to mdicate
the monthly status of internal and external complaints. It submitted a copy of a blank log; there
were no complaints filed during the compliance period.

The required action was completed in April 2009,

8. All diserimination complaint files should include a Discrimination Complaint Form
completed by the complainant or the EEO investigator.

The QBPO said that all discrimination complaint files will include a Discrimination Complaint
Form completed either by the complainant or by one of the EEO officers. It said that there were
no complaints filed during the compliance period.

The response to the required action was accepted in June 2009,

9. -All respondents should be served with a notice of complaint along with a copy of the
complaint. Respondent(s) or someone authorized to sign for the respondent(s) should
acknowledge receipt of the notice. The receipts should be maintained in the complaint
file.

The QBPO said that all respondents will be served with a notice of complaint, along with a copy
of the complaint, when a complaint is made. Respondent(s) or someone authorized to sign for
the respondent(s) will be asked to acknowledge receipt of the notice. The receipts will be
maintained in the appropriate complaint files. It said that there were no complaints filed during
the compliance period. T

The response to the required action was accepted in June 2009.

10. It is the Commission’s position that complaint files should contain clear and
thorough word-processed notes of interviews conducted with the complainant,
respondent or witnesses. '

The QBPO said that complaint files will contain clear and thorough word-processed notes of
interviews conductéd with complainants, respondents and witnesses. It said that there were no
~complaints filed during the compliance period.

The response to the required action was accepted in June 2009.

11 The agency head should sign each EEQ investigator’s confidential written report to
indicate that it has been reviewed and whether the recommendation, if any, is
approved and adopted.

The QBPO said that the Borough President or the Chief of Staff will sign each EEO officer’s
confidential written report to demonstrate that it has been reviewed and to indicate whether the
recommendations, if any, is approved and adopted. It said that there were no complaints filed
during the compliance period.



The response to the required action was accepted in June 2009.

12. All confidential written reports should be divided in three sections in accordance with
section 12b of the DCPIG.

The. QBPO said that all confidential written reports will be divided into three sections in
accordance with the DCAS’ DCPIG, section 12b. It said that there were no complaints filed
during the compliance period.

The response to the required action was accepted in June 2009.

13. All internal investigative reports should be labeled “confidential” in large bold print.

The QBPO said that all internal investigative reports will be labeled “confidential” in large, bold
print. It said that there were no complaints filed during the compliance period. '

The response to the required action was accepted in June 2009,

14. The QBPO should adhere to its plan to conduct EEQ training. The plan should include
a timeframe. '

The QBPO said that it conducted EEO training for staff on June 30, 2009. It submitted copies of
the sign-in sheets.

The required action was completed in June 2009.

15. It is the Commission’s position that appropriate documentation of meetings and other
communications between the EEQO officer and the agency head or direct report to the
agency head regarding EEQ program operational decisions should be maintained.

The QBPO submitted a copy of a memo-to-file of a meeting between the Co-EEO officers and
the Chief-of-Staff. :

The required action was completed in January 2009.

16. The QBPO should revise its organization chart to show the reporting arrangement of
the EEO officer(s).

The QBPO submitted a copy of its revised organizational chart showing that the Co-EEO
officers report to the chief of staff.

The required action was completed in July 2008.

17. To ensure fair employment practices, the agency head should direct the head of human
resources to include the Co-EEQ officers in the development of recruitment strategies
and selection of recruitment media, including newspapers and other publications.

The QBPO stated that the Borough President has directed the head of personnel to include the



two Co-EEQ officers in developing job recruitment strategies and selecting recrurtment media.
It submitted a copy of the memorandum.

The required action was completed in February 2009.

18. The QBPO should ensure that all employees involved in job interviewing receive
structured interview training, either through internal training or training provided by
the DCAS or another appropriate organization.

The QBPO stated that on June 30, 2009 it provided structured interview training to personnel
involved in the job interviewing process. It submitted a copy of the sign-in sheet. :

The required action was completed in June 2009.

19. The Queens Borough President should disseminate an agency-wide memorandum to
discuss audit findings.

The attached memorandum from Borough President was distributed on July 17, 2008.

The required action was completed in July 2008.

Recommendation

Based on the above information, we recommend that the Equal Employment Practices
Commission issue a Letter of Completion of Compliance to Borough President Helen Marshall,
informing her that the QBPQO has implemented the recommended corrective actions to the
Commission’s satisfaction.

Respectfully Submitted,

Mic elle Marecheau
Senior Auditor/ Compliance Officer

/ JMF&%W ﬁmﬂw 5

ﬁﬁﬂh Gardia- Qumonez
Counsel

Abraham May, Jr,
Executive Director

Attachment



HELEN MARSHALL 715) 286-3000
PRESIDENT
TELECOPIER (718) 286-2885

CITY OF NEW YORK
OFFICE OF THE ,

PRESIDENT OF THE BOROUGH OF QUEENS
120-55 QUEENS BOULEVARD
KEW GARDENS, NEW TORK 114241013

MEMORANDUM
TO: Al Staff
FROM:  Borough President Helen Marshall
DATE:  July 17, 2008 |

‘RE: The Queens Borough President’s Office’s
Equal Employment Opportunity Policy

The purpose of this memorandum is to thank you all for
your ongoing commitment Co the Borough President’s Egqual
Employment Opportunity policy (“EEQ policy”) and to advise you
of recent changes in that policy.

The New York City Equal Employment Practices Commission
{the “EEPC”) recently completed an EEO policy audit of our
office. Since I strongly believe in the principles contained
in the EEOQ policy, I had asked everyone on gtaff to give their
full cooperation to those who conducted the audit on behalf of
the EEPC. I am proud to tell you that most of the
recommendations that resulted from the audit were procedural
or administrative in nature.

We are, of course, implementing all of the EEPC’s
recommendations. In this memorandum, I will share with you
the most significant changes in our EEC policy. If you would
I1ike to see all the changes we have implemented in respouse to
+he EEPC audit, you can get a copy ©of our letter to the EEPC
from either the Director of Personnel or from Counsel’s

Cffice.

As you know, this office’s two EEO officers are Lisa
1

mimdmia s mden.mn mRAT =i e s
] AALR BET AL e T i o R MUAa MITTANR

DD (718) 2862656 -



Atkins and Irving Poy. I want to thank them both for

volunteering to perform this important service, above and
peyond their regular duties. In addition, Lisa and Irving
have been designated to ssrve as our office’s co-disability
rights ccordinators. Do not hesitate to consult them 1f you
have any guestions or CONCErns related to EEC or digability

iS5UeSs.

We will be re-distributing our EEO policy this month,
and, from now on, we will distribute the policy annually. In
the EEO pelicy you will receive this month, note that in the
section dealing with protected classes, the changes include
being a witness to (in addition to being a victim of) domestic
violence. ' '

The Borough President’s Office contimues to post city and
office job vacancy notices in the Director of Personnel’s
Office. If you have any questions about these notices, pleasze
cee Susanne Marchetti. . Also, we are in the process of
planning a new round of EEQ training for our entire staff. We
will let you know as s00n as we have gset the date for the

training.

Again, I want to emphasize the importance of our
cbserving the principles embodied in our EEO policy,
especially in an office as diverse as OuIs, and I want to
thank you for your continuing adherénce to those principles.
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