
Positions  Grade  Status Vacant/Filled  
Grants Management Specialist 
reclassified to Resource 
Allocation Analyst  

13 This position is currently vacant. It 
was posted on the DCHR website on 
1/27/23 

Workforce Investment Specialist  13 Filled  
Career Coach Manager (position 
is a Workforce Investment 
Specialist) 

13 Filled 

Program Analyst  12 Filled 
Grants Management Specialist 12 Filled  
Grants Management Specialist  12 Filled  
Data Analyst 13 Filled 

 
91. Please describe how WIC worked with DOES to fill vacant positions, if applicable. If 

WIC did not work with DOES to fill its vacancies, please articulate why.  
 
Response: WIC leverages multiple strategies to publicize, recruit, and fill its vacant 
positions, including sharing openings with DOES and other workforce development 
system partners in and outside of government during weekly American Job Center 
coordination meetings and via email outreach. Further, WIC follows best practices 
recommended by DCHR including sharing roles with networks and posting on job 
boards. 
 

92. Please indicate how many and what percentage of the WIC’s employees (as of January 
2023) are District residents. 

 
Response: Seventy six percent (76%) of WIC employees live in the District of 
Columbia. 

 
 

 



WIC Organization Chart

Executive Director
Ahnna Smith 

Staff Assistant
Fern Hawkins

Deputy Executive Director
Suzanne Towns

Chief of Staff
Rosa Moreno

Resource Allocation 
Analyst

(Vacant)

Workforce Investment Spec.
Lauren Scott

Business Engagement
Workforce Investment 

Manager 
Anika Holmes

Program Analyst
Brittany Silver 

Administrative 
Officer

Kimberly Diggs

Workforce Investment 
Spec. 

Derrick Colbert

Performance & Impact
Workforce Investment 

Manager
Deborah Russell

Workforce Investment 
Spec. 

(Vacant)

Program Analyst
Lillian Speranza 

Career Coach 
Manager

Maryse Holly

Grants Management 
Spec. 

Portia Bates

Grants Management 
Spec. 

Matthew Lesser

Program Analyst
Marcus Shaw

Workforce Investment 
Spec. 

Christian Jones 

Data Analyst
Jyothis Sreekumar

as of January 1, 2023



Q2 Personnel(Sch A)

CHART OF WIC AGENCY PERSONNEL (SCHEDULE A), as of Jan. 1, 2023 (Q2)

Position number Position status (A-
active, R-frozen)

Vacancy Status 
(V/F) Job title Employee’s Name Grade 

level Step Salary Fund code

Type of 
appointment (e.g. 
career, excepted, 
MSS)

Job status (i.e. 
continuing, term, 
or temporary)

Full-time, 
part-time

Hire (start) date into 
the position

Position 
effective 
date

Fringe Benefits 

DC 
Residency 
status 
(Yes/no)

3059 A F Executive Director Smith,Ahnna K 10 0 182,129.52$      4020002; 1010001 Excepted Reg Full-Time 10/24/2016 11/8/2021 20.50% Yes 
11413 A F Deputy Directvor Towns,Suzanne 15 0 175,095.11$      4020002; 1010001 MSS Reg Full-Time 11/25/2019 10/1/2019 20.50% Yes 
44775 A F Workforce Investment Specialist Scott,Lauren 14 5 124,091.00$      4020002 XAA Reg Full-Time 2/8/2016 11/8/2021 20.50% Yes
77085 A F Administrative Officer Diggs,Kimberly M 12 10 103,333.00$      1010001 XAA Reg Full-Time 3/25/2013 10/25/2020 20.50% Yes
88711 A F Chief of Staff Moreno,Rosa C. 14 0 146,443.19$      4020002; 1010001 MSS Reg Full-Time 8/24/2020 10/1/2019 20.50% Yes
94540 A F Workforce Investment Specialist Jones,Christian 13 5 105,001.00$      4020002; 1010001 XAA Reg Full-Time 2/21/2017 6/1/2020 20.50% Yes
98277 A F Program Analyst Silver,Brittany T 12 6 93,311.00$        1010001 XAA Reg Full-Time 9/30/2019 11/8/2021 20.50% Yes

102513 A F Program Analyst Speranza,Lillian 12 3 85,794.00$        1010001 XAA Reg Full-Time 2/14/2022 9/29/2020 20.50% Yes
102514 A F Staff Assistant Hawkins,Fern 11 8 79,971.00$        1010001 XAA Reg Full-Time 11/23/2020 9/29/2020 20.50% No
102515 A V Workforce Investment Specialist Vacant 13 6 107,984.00$      1010001 XAA Reg Full-Time 10/25/2020 20.50%
102544 A F Workforce Investment Manager Holmes,Anika 14 0 126,925.75$      1010001 MSS Reg Full-Time 12/27/2016 10/5/2020 20.50% No
102545 A F Workforce Investment Manager Russell,Deborah 14 0 123,097.17$      1010001 MSS Reg Full-Time 11/23/2020 10/5/2020 20.50% Yes
102548 A V Resource Allocation Analyst Vacant 13 7 110,967.00$      1010001 XAA Reg Full-Time 12/5/2020 20.50%
105121 A F Workforce Investment Specialist Colbert,Derrick A 7 0 109,239.38$      4015915 XAA Reg Full-Time 7/6/2015 10/24/2021 20.50% Yes
105122 A F Program Analyst Shaw,Marcus 12 1 80,784.00$        4015915 XAA Term Full-Time 12/5/2022 10/6/2021 20.50% Yes 
105123 A F Grants Management Specialist Lesser,Matthew J. 12 2 83,289.00$        4015915 XAA Term Full-Time 12/6/2021 10/6/2021 20.50% Yes 
105165 A F Grants Management Specialist Bates,Portia 12 8 98,322.00$        4015915 XAA Term Full-Time 1/31/2022 10/14/2021 20.50% No
105364 A F Data Analyst Sreekumar,Jyothis 13 6 107,984.00$      4015915 XAA Term Full-Time 1/4/2021 10/26/2021 20.50% No
105501 A F Workforce Investment Specialist Holly,Maryse 13 9 116,933.00$      4015915 XAA CS Full-Time 5/16/2018 11/10/2021 20.50% No

Q2 WIC 2022-2023 Schedule A.xlsx



Q4A - FY22 Wireless

Totals 40,653.66$      378.77$     2,489.50$  2,489.50$  4,628.19$  4,504.65$  4,423.08$  2,899.78$  2,558.27$  2,763.27$  2,760.72$  3,467.49$  3,251.23$  4,417.98$  

 Agency 
Code 

 Fiscal 
Year 

First 
Name Last Name Email  Vendor Phone# Service 

Type
Device 
Type Office  FY Total 

 FY One 
Time 

Charge 
 OCT  NOV  DEC  JAN  FEB  MAR  APR  MAY  JUN  JUL  AUG  SEP  Note 

GW 2022 CHRISTIAN JONES christian.jon AT&T 2022133281 Cellular iPhone XR (     WIC 845.22$           1.98$       55.30$     55.30$     110.60$    110.16$    108.98$    53.86$     53.77$     53.77$     53.77$     54.24$     54.24$     81.23$     

GW 2022 SPARE SPARE EOM.ATC@ AT&T 2022158384 Cellular iPhone 6S P WIC 314.28$           -$         45.30$     45.30$     90.60$     90.16$     42.92$     -$         -$         -$         -$         -$         -$         -$         
Disconn

ected
GW 2022 TIFFANY RANDALL Tiffany.rand AT&T 2022270077 Cellular iPAD PRO 1   WIC 735.01$           -$         48.27$     48.27$     96.54$     96.10$     95.06$     46.83$     46.74$     46.74$     46.74$     47.21$     47.21$     69.30$     
GW 2022 ROSA MORENO rosa.moreno AT&T 2022270087 Cellular iPhone 11, i    WIC 845.36$           -$         55.30$     55.30$     110.60$    110.16$    109.12$    53.86$     53.77$     53.77$     53.77$     54.24$     54.24$     81.23$     
GW 2022 FERN HAWKINS fern.hawkinsVerizonWL 2023292444 Tablet with w  Tablet WIC 90.03$            -$         30.01$     30.01$     30.01$     -$         -$         -$         -$         -$         -$         -$         -$         -$         
GW 2022 FERN HAWKINS fern.hawkinsVerizonWL 2023293767 Tablet with w  Tablet WIC 90.03$            -$         30.01$     30.01$     30.01$     -$         -$         -$         -$         -$         -$         -$         -$         -$         
GW 2022 LILLIAN SPERANZAlillian.speran       led By Veriz         2023293767 Cellular iPhone 12 6      WIC 362.30$           38.15$     -$         -$         -$         30.01$     (4.84)$      87.11$     52.77$     53.77$     (46.23)$    54.24$     54.24$     81.23$     
GW 2022 FERN HAWKINS fern.hawkinsVerizonWL 2023294649 Tablet with w  Tablet WIC 90.03$            -$         30.01$     30.01$     30.01$     -$         -$         -$         -$         -$         -$         -$         -$         -$         
GW 2022 JYOTHIS SREEKUMjyothis.sreek       led By Veriz         2023294649 Cellular iPhone 12 6      WIC 364.22$           38.15$     -$         -$         -$         30.01$     (4.84)$      87.11$     52.77$     53.77$     (44.31)$    98.11$     10.37$     81.23$     
GW 2022 SPARE SPARE EOM.ATC@VerizonWL 2023298366 Tablet with w  Tablet WIC 90.03$            -$         30.01$     30.01$     30.01$     -$         -$         -$         -$         -$         -$         -$         -$         -$         
GW 2022 FERN HAWKINS fern.hawkinsVerizonWL 2023298947 Tablet with w  Tablet WIC 90.03$            -$         30.01$     30.01$     30.01$     -$         -$         -$         -$         -$         -$         -$         -$         -$         
GW 2022 BRITTANY SILVER brittany.silve AT&T 2023414910 Cellular iphone 6 WIC 736.87$           1.98$       48.27$     48.27$     96.54$     96.10$     96.92$     46.83$     46.74$     46.74$     46.74$     47.21$     47.21$     69.30$     
GW 2022 FERN HAWKINS fern.hawkinsVerizonWL 2025701805 Tablet with w  iPad Air 2 WIC 180.06$           -$         30.01$     30.01$     30.01$     30.01$     30.01$     30.01$     -$         -$         -$         -$         -$         -$         
GW 2022 LAUREN SCOTT lauren.scott AT&T 2026647906 Cellular iPhone 7, iP  WIC 847.22$           1.98$       55.30$     55.30$     110.60$    110.16$    110.98$    53.86$     53.77$     53.77$     53.77$     54.24$     54.24$     81.23$     
GW 2022 CRYSTAL DAVIS Crystal.Dav AT&T 2026744654 Cellular Blackberry T  WIC 847.22$           1.98$       55.30$     55.30$     110.60$    110.16$    110.98$    53.86$     53.77$     53.77$     53.77$     54.24$     54.24$     81.23$     
GW 2022 ABIGAIL BLANCHFI abigail.blanc AT&T 2027175355 Cellular IPHONE 12  WIC 749.96$           201.36$    -$         -$         237.16$    98.80$     109.12$    53.86$     (46.23)$    53.77$     53.77$     54.24$     54.24$     81.23$     
GW 2022 AHNNA SMITH ahnna.smith AT&T 2027354509 Cellular iPhone XR (     WIC 865.98$           -$         55.30$     55.30$     131.22$    110.16$    109.12$    53.86$     53.77$     53.77$     53.77$     54.24$     54.24$     81.23$     
GW 2022 FERN HAWKINS fern.hawkins AT&T 2027660676 Cellular iPhone XR (     WIC 845.22$           1.98$       55.30$     55.30$     110.60$    110.16$    108.98$    53.86$     53.77$     53.77$     53.77$     54.24$     54.24$     81.23$     
GW 2022 DERRICK COLBERT DERRICK.C AT&T 2024455437 Cellular iPhone XR 6 WIC 847.22$           1.98$       55.30$     55.30$     110.60$    110.16$    110.98$    53.86$     53.77$     53.77$     53.77$     54.24$     54.24$     81.23$     
GW 2022 MARYSE HOLLY MARYSE.H VerizonWL 2023695842 Cellular iPhone XR 6 WIC 649.40$           -$         40.60$     40.60$     40.60$     40.56$     40.56$     40.56$     40.55$     40.55$     81.10$     81.30$     81.30$     81.12$     
GW 2022 MATTHEW LESSER matthew.les AT&T 2022554706 Cellular IPHONE 12 WIC 847.22$           1.98$       55.30$     55.30$     110.60$    110.16$    110.98$    53.86$     53.77$     53.77$     53.77$     54.24$     54.24$     81.23$     



Q4A - FY22 Wireless

Totals 40,653.66$     378.77$     2,489.50$  2,489.50$  4,628.19$  4,504.65$  4,423.08$  2,899.78$  2,558.27$  2,763.27$  2,760.72$  3,467.49$  3,251.23$  4,417.98$  

 Agency 
Code 

 Fiscal 
Year 

First 
Name Last Name Email  Vendor Phone# Service 

Type
Device 
Type Office  FY Total 

 FY One 
Time 

Charge 
 OCT  NOV  DEC  JAN  FEB  MAR  APR  MAY  JUN  JUL  AUG  SEP  Note 

GW 2022 CHRISTIAN JONES christian.jon AT&T 2022133281 Cellular iPhone XR (     WIC 845.22$          1.98$       55.30$     55.30$     110.60$    110.16$    108.98$    53.86$     53.77$     53.77$     53.77$     54.24$     54.24$     81.23$     

GW 2022 SPARE SPARE EOM.ATC@ AT&T 2022158384 Cellular iPhone 6S P WIC 314.28$          -$         45.30$     45.30$     90.60$     90.16$     42.92$     -$         -$         -$         -$         -$         -$         -$         
Disconn

ected
GW 2022 TIFFANY RANDALL Tiffany.rand AT&T 2022270077 Cellular iPAD PRO 1   WIC 735.01$          -$         48.27$     48.27$     96.54$     96.10$     95.06$     46.83$     46.74$     46.74$     46.74$     47.21$     47.21$     69.30$     
GW 2022 ROSA MORENO rosa.moreno AT&T 2022270087 Cellular iPhone 11, i    WIC 845.36$          -$         55.30$     55.30$     110.60$    110.16$    109.12$    53.86$     53.77$     53.77$     53.77$     54.24$     54.24$     81.23$     
GW 2022 FERN HAWKINS fern.hawkinsVerizonWL 2023292444 Tablet with w  Tablet WIC 90.03$            -$         30.01$     30.01$     30.01$     -$         -$         -$         -$         -$         -$         -$         -$         -$         
GW 2022 FERN HAWKINS fern.hawkinsVerizonWL 2023293767 Tablet with w  Tablet WIC 90.03$            -$         30.01$     30.01$     30.01$     -$         -$         -$         -$         -$         -$         -$         -$         -$         
GW 2022 LILLIAN SPERANZAlillian.speran       led By Veriz         2023293767 Cellular iPhone 12 6      WIC 362.30$          38.15$     -$         -$         -$         30.01$     (4.84)$      87.11$     52.77$     53.77$     (46.23)$    54.24$     54.24$     81.23$     
GW 2022 FERN HAWKINS fern.hawkinsVerizonWL 2023294649 Tablet with w  Tablet WIC 90.03$            -$         30.01$     30.01$     30.01$     -$         -$         -$         -$         -$         -$         -$         -$         -$         
GW 2022 JYOTHIS SREEKUMjyothis.sreek       led By Veriz         2023294649 Cellular iPhone 12 6      WIC 364.22$          38.15$     -$         -$         -$         30.01$     (4.84)$      87.11$     52.77$     53.77$     (44.31)$    98.11$     10.37$     81.23$     
GW 2022 SPARE SPARE EOM.ATC@VerizonWL 2023298366 Tablet with w  Tablet WIC 90.03$            -$         30.01$     30.01$     30.01$     -$         -$         -$         -$         -$         -$         -$         -$         -$         
GW 2022 FERN HAWKINS fern.hawkinsVerizonWL 2023298947 Tablet with w  Tablet WIC 90.03$            -$         30.01$     30.01$     30.01$     -$         -$         -$         -$         -$         -$         -$         -$         -$         
GW 2022 BRITTANY SILVER brittany.silve AT&T 2023414910 Cellular iphone 6 WIC 736.87$          1.98$       48.27$     48.27$     96.54$     96.10$     96.92$     46.83$     46.74$     46.74$     46.74$     47.21$     47.21$     69.30$     
GW 2022 FERN HAWKINS fern.hawkinsVerizonWL 2025701805 Tablet with w  iPad Air 2 WIC 180.06$          -$         30.01$     30.01$     30.01$     30.01$     30.01$     30.01$     -$         -$         -$         -$         -$         -$         
GW 2022 LAUREN SCOTT lauren.scott AT&T 2026647906 Cellular iPhone 7, iP  WIC 847.22$          1.98$       55.30$     55.30$     110.60$    110.16$    110.98$    53.86$     53.77$     53.77$     53.77$     54.24$     54.24$     81.23$     
GW 2022 CRYSTAL DAVIS Crystal.Dav AT&T 2026744654 Cellular Blackberry T  WIC 847.22$          1.98$       55.30$     55.30$     110.60$    110.16$    110.98$    53.86$     53.77$     53.77$     53.77$     54.24$     54.24$     81.23$     
GW 2022 ABIGAIL BLANCHFI abigail.blanc AT&T 2027175355 Cellular IPHONE 12  WIC 749.96$          201.36$    -$         -$         237.16$    98.80$     109.12$    53.86$     (46.23)$    53.77$     53.77$     54.24$     54.24$     81.23$     
GW 2022 AHNNA SMITH ahnna.smith AT&T 2027354509 Cellular iPhone XR (     WIC 865.98$          -$         55.30$     55.30$     131.22$    110.16$    109.12$    53.86$     53.77$     53.77$     53.77$     54.24$     54.24$     81.23$     
GW 2022 FERN HAWKINS fern.hawkins AT&T 2027660676 Cellular iPhone XR (     WIC 845.22$          1.98$       55.30$     55.30$     110.60$    110.16$    108.98$    53.86$     53.77$     53.77$     53.77$     54.24$     54.24$     81.23$     
GW 2022 DERRICK COLBERT DERRICK.C AT&T 2024455437 Cellular iPhone XR 6 WIC 847.22$          1.98$       55.30$     55.30$     110.60$    110.16$    110.98$    53.86$     53.77$     53.77$     53.77$     54.24$     54.24$     81.23$     
GW 2022 MARYSE HOLLY MARYSE.H VerizonWL 2023695842 Cellular iPhone XR 6 WIC 649.40$          -$         40.60$     40.60$     40.60$     40.56$     40.56$     40.56$     40.55$     40.55$     81.10$     81.30$     81.30$     81.12$     
GW 2022 MATTHEW LESSER matthew.les AT&T 2022554706 Cellular IPHONE 12 WIC 847.22$          1.98$       55.30$     55.30$     110.60$    110.16$    110.98$    53.86$     53.77$     53.77$     53.77$     54.24$     54.24$     81.23$     





Question 4d FY22 & FY23 Travel 
 

 

FY Name Expenses Justification 
FY22 Smith, Ahnna Only per diem meals and incidentals costs were covered 

by District government.  
Marshall Memorial Fellowship – Ahnna was selected to participate by the 
German Marshall Fund.  Participation in the Fellowship was initially 
approved in a memo to the DME and CA in April 2020.   

FY22 Holmes, Anika Airfare - $793.56, lodging - $855.50, per diem - $352.00 Attend the National Forum Black Public Administrators (NFBPA) 2022 
Forum Mentorship Program in Grand Rapids, MI 

FY23 Scott, Lauren Airfare - $625.20, lodging - $448.34, per diem - $224.00 Attend Midwest Equal Opportunity Summit in Kansas City, Missouri 



Q8.1 MOU Summary

INTERAGENCY MOUS, FY2022 and FY2023, INCLUDING ANTICIPATED MOUS (Q8)

Buyer agency name Seller agency name Seller Program 
name

Seller 
Program 
code

Buyer Activity name Buyer 
Activity 

code 

Original 
funding source 
(i.e. local, 
federal, SPR)

Service period (dates) Description of MOU services, 
including name of project or 
initiative

Total MOU 
amount ($), 
including any 
modifications

(Final) Date of 
signature on 
letter of intent

Date that funds 
were transferred 
to the buyer 
agency

Changes from FY21

Department of Employment 
Services

The Deputy Mayor of Education Workforce 
Investment 
Council

3012 Department Of Employee Services 49000 Federal 10/01/2021 - 9/30/2022 FY22 Workforce Investment - WIOA 
Support Services

       1,520,740.96 11/6/2020 12/25/2021 Slight increase in PS costs and 
slight reduction in NPS. Total 

amount remained the same. 

Workforce Investment Council Department of Human Resources DC Dept of 
Human 
Resources

0001 Workforce Investment Council 2000 Local 11/01/2021 - 06/30/2022 DCHR to administer ELP Program             12,500.00 N/A 11/17/2021 N/A

The State Superintendent of 
Education

The Deputy Mayor of Education Workforce 
Investment 
Council

3012 Office of Adult and Family 
Education

E700 Local 10/01/2021 - 9/30/2022 Data Vault - Adult Education 
Training and other related services. 

          150,000.00 N/A 11/29/2021 N/A

The Deputy Mayor of Education The State Superintendent of 
Education

Office of Adult 
and Family 
Education

E700 Workforce Investment Council 3012 Local 10/01/2021 - 9/30/2022 Adult Education  and  Family  
Literacy  Act  (AEFLA)  and WIC 
grant funds  to create pathways for 
District residents to receive a great 
education

       1,650,000.00 N/A N/A N/A

Workforce Investment Council Office of the Chief Technology Office of the 
Chief 
Technology

2000 Workforce Investment Council 3012 Federal 1/1/2022-9/30/2022 OCTO provide professional services 
in the form of Updates Workforce 
Investment Council Website 

            30,000.00 N/A N/A N/A

Workforce Investment Council UDC TBD TBD Workforce Investment Council 3012 SLFRF 1/1/2022-9/30/2022 UDC to provide industry-informed, 
up-to-date information technology 
(IT) and healthcare training and 
certification at no cost to eligible 
District residents.

$2,125,000 N/A N/A N/A

Workforce Investment Council Office of the Chief Technology Office of the 
Chief 
Technology

2000 Workforce Investment Council 3012 Local,SLRFR, 
Federal

4/4/2022-9/30/2022 OCTO provide professional services 
in the form of 
Customer Relationship Management (
CRM) and Case Management system 
Support 

$47,460 N/A N/A N/A

Workforce Investment Council Department of Human Resources DC Dept of 
Human 
Resources

0001 Workforce Investment Council 3012 Local 5/6/2022-9/30/2022 Professional Development Training 
and Coaching  

$17,929 N/A N/A N/A

Department of Employment 
Services

The Deputy Mayor of Education Workforce 
Investment 
Council

3012 Department Of Employee Services 49000 Federal 10/01/2022 - 9/30/2023 FY23 Workforce Investment - WIOA 
Support Services

       1,520,740.96 12/7/2021 N/A Slight increase in PS costs and 
slight reduction in NPS. Total 

amount remained the same. 

The Deputy Mayor of Education The State Superintendent of 
Education

Office of Adult 
and Family 
Education

E700 Workforce Investment Council 3012 Local 10/01/2022 - 9/30/2023 Adult Education  and  Family  
Literacy  Act  (AEFLA)  and WIC 
grant funds  to create pathways for 
District residents to receive a great 
education

       1,650,000.00 N/A N/A N/A

Workforce Investment Council UDC TBD TBD Workforce Investment Council 3012 SLFRF/Local 10/1/2022-9/30/2023 UDC to provide industry-informed, 
up-to-date information technology 
(IT) and healthcare training and 
certification at no cost to eligible 
District residents.

$2,295,000 N/A N/A N/A

Q8.1 MOU Summary 

















IN WITNESS WHEREOF, the Parties hereto have executed this MOU as follows:

DEPARTMENT OF EMPLOYMENT SERVICES 

\� Date: \b-'6--c) 
Dr. Unique Morris-Hughes 
Director 

DEPUTY MAYOR FOR EDUCATION 

Paul Kihn 
Deputy Mayor 

Date: _____ _ 

2022 MOU Between DOES and WIC

Page 8 of9 

10/12/2021



















09/30/22





Q10 Budget

WIC BUDGET, FY2020, FY2021,FY2022 AND FY2023 (to date as of  Jan. 2022) (Q10)

FY2020 Approved 
Budget

FY2020 Revised Budget FY2020 Expenditures

FY2020 Difference 
between Revised 

Budget and 
Expenditures (over- or 

under-spending)

FY2021 Approved 
Budget

FY2021 Revised Budget FY2021 Expenditures

FY2021 Difference 
between Revised 

Budget and 
Expenditures (over- or 

under-spending)

FY2022 Approved 
Budget

FY2022 Revised Budget FY2022 Expenditures

FY2022 Difference 
between Revised 

Budget and 
Expenditures (over- or 

under-spending)

FY2023 approved 
budget

FY2023 Revised 
budget(as of Jan 2023)

FY2023 expenditures (as 
of Jan 2023)

Total $                        4,532,465                        4,549,179                        3,261,355 1,287,824                                        4,834,184.24                   4,832,919.83                   4,043,634.46                      789,285.37                 21,752,120.05                 11,455,535.81                 11,142,990.54                      312,545.27                 23,780,824.10                 23,780,824.10                      902,683.04 
ID-Federal$                           486,507                        1,543,012                        1,407,669 135,343                                           1,401,831.37                   1,520,740.96                   1,165,061.37                      355,679.59                   1,520,740.96                   1,520,740.96                   1,305,726.32                      215,014.64                   1,520,740.96                   1,520,740.96 
ID-Local $                                    -                                      -                                      -   -                                                                    -                                      -                                      -                                      -                        150,000.00                      150,000.00                      150,000.00                                    -                                      -                                      -                                      -   
SLFRF $                                    -                                      -                                      -                                      -                                      -                                      -                                      -                   16,359,321.00                   6,137,736.76                   6,137,736.76                                    -                   17,320,540.99                 17,320,540.99                      609,032.11 
Local $                        4,045,958                        3,006,167                        1,853,686 1,152,481                                        3,432,352.87                   3,312,178.87                   2,878,573.09                      433,605.78                   3,722,058.09 3,647,058.09                   3,549,527.46                        97,530.63                   4,939,542.15                   4,939,542.15                      293,650.93 
SPR $                                    -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -   
Total $                           413,752                           282,309                           282,309 -                                                   1,252,194.83                   1,102,194.83                   1,060,318.70                        41,876.13                      185,970.25                      185,970.25                        43,030.71                      142,939.54                        36,000.00                        36,000.00                                    -   
ID-Federal$                                    -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -   
ID-Local $                                    -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -   
Local $                           413,752                           282,309                           282,309 -                                                   1,252,194.83                   1,102,194.83                   1,060,318.70                        41,876.13                      185,970.25                      185,970.25                        43,030.71                      142,939.54                        36,000.00                        36,000.00                                    -   
SPR $                                    -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -                                      -   

4,946,217                     4,831,488                     3,543,664                     1,287,824                     6,086,379                     5,935,115                     5,103,953                     831,162                        21,938,090                   11,641,506                   11,186,021                   455,485                        23,816,824                   23,816,824                   

Activity: 
Workforce 
Investment

Activity: 
Workforce 
Investment 

Council

Program: 
Workforce 
Investment

Q10 WIC Budget.xlsx



Q11 Funding by Source

WIC FUNDING BY SOURCE AND PROGRAM FY22 AND FY23

Source Name of Funding Agency Program FY22 Amount (Revised) Percentage FY23 Amount Percentage

Local n/a Workforce Investment 3,647,058.09$                   31% 4,939,542.15$                   21%

Local n/a Workforce Investment Council 185,970.25$                      2% 36,000.00$                         0.2%

Federal
U.S. Department of Labor via 
Department of Employment Services

WIOA Adult 410,575.66$                      4% 439,297.43$                      2%

Federal
U.S. Department of Labor via 
Department of Employment Services

WIOA Dislocated Worker 653,970.01$                      6% 600,860.48$                      3%

Federal
U.S. Department of Labor via 
Department of Employment Services

WIOA Youth 456,195.29$                      4% 480,583.09$                      2%

Federal n/a State Local Fiscal Recovery Fund 6,137,736.76$                   53% 17,320,540.99$                 73%

Local
Office of the State Superintendent of 
Education

Adult and Family Education 150,000.00$                      1% N/A N/A

11,641,506.06$                 23,816,824.14$                 TOTAL

Q11 Funding Source and Program.xlsx



Q14 Reprogramming FY22 and FY23 YTD

Fiscal Year Program Activity CSG Amount Explanation Program Activity CSG Amount Explanation Repro Number Date 
11 159,299
14 15,772
20 7,200
30 4,019
40 5,000
40 100
40 6,000 Reprog-574 10/27/2021
40 1,510,000
70 668
70 15,000
70 42,558

Total (1,765,616) Total 1,765,616

40 (28,333) 70 28,333

Reprog-581 10/29/2021
Total (28,333) Total 28,333

11 (97,046) 40 125,972
14 (19,894) 40 200,624
11 (155,124) 40 139,970
14 (31,800) 40 49,039
11 (108,060) 40 117,913
14 (22,152) 40 82,265
20 (4,125) 70 27,689
40 (20,206) 70 44,097
40 (360,702) 70 30,765
70 (4,125) 20 1,323 N/A 8/22/2022

20 2,107
20 1,470

Total (823,234) Total 823,234

The reprogramming is needed as 
funds are needed for the 
Workforce Investment Council 
(WIC) to purchase technology 
hardware to relace and update 
existing inventory.

2022
Division of the Deputy 

Mayor of Education 
(2000)

Office of 
Workforce 

Investment (3012)

These funds are needed to 
correctly align the funds according 
to the program’s spending plan 
within projects.

Division of 
Deputy Mayor of 
Education (3000)

Office of Workforce 
Investment (3012)

These funds are needed to 
correctly align the funds according 
to the program’s spending plan 
within projects.

2022
Division of the Deputy 

Mayor of Education 
(2000)

Office of 
Workforce 

Investment (3012)

The reprogramming is needed as 
funds are needed for the 
Workforce Investment Council 
(WIC) to purchase technology 
hardware to relace and update 
existing inventory.

Division of 
Deputy Mayor of 
Education (2000)

Office of Workforce 
Investment (3012)

Reprogrammings within the Agency
Sending Receiving

2022
Division of the Deputy 

Mayor of Education 
(2000)

Office of 
Workforce 

Investment (3012)
50 (1,765,616)

The reprogramming is needed to 
enable the Work Investment 
Council (WIC) to deliver and 
implement new initiatives and the 
onboarding of 6 new FTE’s as a 
result of enhancements proposed 
by the Mayor and Council.

Division of 
Deputy Mayor of 
Education (3000)

Office of Workforce 
Investment (3012)

The reprogramming is needed to 
enable the Work Investment 
Council (WIC) to deliver and 
implement new initiatives and the 
onboarding of 6 new FTE’s as a 
result of enhancements proposed 
by the Mayor and Council.



Q16 Contracts

WIC CONTRACTS AND PROCUREMENTS, FY2022 AND FY2023, AS OF JAN. 1, 2023 (Q16)

Contract 

Number, as it 

appears in 

OCP’s Awarded 

Contracts 

Database Contractor /Vendor Name

Contracting Officer 

name

For HCAs, 

number of 

Task 

Orders 

issued

Specific description of 

contractual goods 

and/or services

Has contract fully 

met all 

requirements? 

(Yes, No, or in 

progress)

Period of 

performance 

(dates)

Current year of 

contract (e.g. 

Base Year, 

Option Year 1, 

etc.)

Program 

code Index code PCA code

Requisition 

numbers

Purchase order 

numbers

Funding source 

(e.g. federal, local, 

SPR); use original 

source (e.g. if funds 

are intra-district, 

note if they are 

Local ID or Federal 

ID)

Maximum or total 

contract or procurement 

value in FY2022, per 

contract, and for Human 

Care Agreements, 

aggregated by vendor for 

all task orders under each 

HCA

Actual expenditures 

in FY2022 for each 

contract (aggregated 

by vendor for all task 

orders under each 

HCA)

CW86561

AMERICA WORKS OF 

WASHINGTON Tamera Anderson N/A

One-Stop Operator - 

America Works Yes 10/27/22-9/30/23 Option 1 GW0

GWCFA  

GWCFD 

GWCFY 

GWCFA  

GWCFD 

GWCFY RK196392-V2 PO653194 Federal $466,568.00 $324,139.87

CW86561

AMERICA WORKS OF 

WASHINGTON Tamera Anderson N/A

One-Stop Operator - 

America Works Yes 10/1/22-10/26/23 Base Year GW0

GWCFA  

GWCFD 

GWCFY 

GWCFA  

GWCFD 

GWCFY RK194640-V2 PO653196-V2 Federal $35,000.00 $35,000.00

CW86561

AMERICA WORKS OF 

WASHINGTON Tamera Anderson N/A

One-Stop Operator - 

America Works Yes 10/27/22-9/30/23 Option 1 GW0

GWCFA  

GWCFD 

GWCFY 

GWCFA  

GWCFD 

GWCFY RK23012 PO677638 Federal $440,431.62 $440,431.62

CW86561

AMERICA WORKS OF 

WASHINGTON Tamera Anderson N/A

One-Stop Operator - 

America Works Yes 10/1/22-10/26/23

Base Year 

Extension GW0

GWCFA  

GWCFD 

GWCFY 

GWCFA  

GWCFD 

GWCFY RK230001 PO677762 Federal $23,355.00 $23,355.00

No contract 

established

CARAHSOFT 

TECHNOLOGY CORP James Webb N/A

Salesforce CRM 

(Carahsoft) Yes 10/1/22-9/30/23 Option 1 GWO

GWCFA  

GWCFD 

GWCFY  

ARP21

GWCFA  

GWCFD 

GWCFY 

ARPWC RK188821 PO648931 Federal $61,085.00 $61,085.00

No contract 

established

ECONOMIC MODELING 

LLC James Webb N/A

Economic Modeling 

(EMSI) Licenses Yes 9/28/22-9/27/23 Option 1 GW0

GWCFA  

GWCFD 

GWCFY

GWCFA  

GWCFD 

GWCFY RK188819 PO649524 Federal $15,000 $15,000.00

CW64947

CENTER FOR 

INNOVATION, 

RESEARCH, AND 

TRANSFORMAT ION IN 

EDUCATION. James Webb N/A

WIC - Program 

Development Contractor Yes 10/1/21-9/30/22 N/A GW0 ARP21 ARPWC RK195857 PO658133 Federal $135,000.00 $111,600.00

No contract 

established ZOOM GRANTS James Webb N/A Grant making softwaree In Progress N/A N/A GW0 ARPA ARPWC RK235901

No PO 

established Federal $7,500.00 $7,500.00

No contract 

established ZOOM GRANTS James Webb N/A Grant making softwaree In Progress N/A Base GW0 ARPA ARPWC RK200081 PO657116 Federal $24,000.00 $16,500.00

No contract 

established DELL MARKETING L.P. James Webb N/A  Technology Hardware Yes N/A Base GW0 GWOWI GWOWI RK210422 PO667527 Local $14,074.00 14,174.00

No contract 

established

AGNES BALASSA 

SOLUTION, LLC James Webb N/A IFA Policy Support In Progress 10/1/21-6/30/22 Base GW0 GWCFA GWCFA RK196675 PO654780 Federal $22,500.00 $21,150.00

CW93441

MY JOURNEY-formally 

known as (DATA VAULT) Tamera Anderson N/A Subscpition Services In Progress 

dates of award-

9/30/23 Option 1 GW0 N/A N/A TBD TBD TBD $640,004.00 N/A

CW93441

MY JOURNEY-formally 

known as (DATA VAULT) Tamera Anderson N/A Subscpition Services Yes 10/1/22-9/30/22 Base GW0

GWOWI 

GWCFA  

GWCFD 

GWCFY

GWOWI 

GWCFA  

GWCFD 

GWCFY RK194466 PO651596 Various $464,504.00 464.504.00

CW97075

SEENA FOSTER, TITLE V 

CONSULTING Tamera Anderson N/A Equal Opportunity Policy In Progress 10/1/22-9/30/23 Option 1 GW0 N/A N/A RK225430 PO676563 Intra District funds $16,000.00 $16,000.00

CW97075

SEENA FOSTER, TITLE V 

CONSULTING Tamera Anderson N/A Equal Opportunity Policy In Progress 10/1/22-9/30/22 Base GW0

GWCFA  

GWCFD 

GWCFY

GWCFA  

GWCFD 

GWCFY RK202521 PO659761 Federal $16,000.00 $16,000.00

No contract 

established

GW MANAGEMENT 

COACHING James Webb N/A Leadership Training In Progress N/A Base GW0 N/A N/A RK232514 TBD Local $29,875.00 $29,875.00

No contract 

established

THE MANAGEMENT 

CENTER James Webb N/A Employee Training Yes N/A Base GW0 N/A N/A RK232546 TBD Local $16,000.00 $16,000.00

No contract 

established XEROX James Webb N/A Copier  Lease Yes N/A Base GW0

GWCFA  

GWCFD 

GWCFY 

ARP21  

GWOW1

GWCFA  

GWCFD 

GWCFY 

ARP21  

GWOW1 RK211050 PO667162 Various $4,000.00 $4,000.00

No contract 

established QUALTRICS James Webb N/A Software Lisence Yes TBD Base GW0

GWCFA  

GWCFD 

GWCFY

GWCFA  

GWCFD 

GWCFY RK222458 TBD Federal $18,500.00 $18,500.00

 



Question 20 

Workforce Investment Council 

Sexual Harassment and Misconduct Guidelines  
Reporting Sexual Harassment 

All District of Columbia employees are responsible for ensuring a workplace free of harassment. 
To that end, all employees who know of incidents of sexual harassment, or know of conduct of a 
sexual nature that could create an intimidating, hostile, or offensive work environment should 
report the situation immediately as outlined below. Agencies should protect the confidentiality of 
all aspects of the harassment complaints and those reporting such complaints, to the greatest 
extent possible consistent with the investigation and resolution of the complaints. 

Alleged Victims of Sexual Harassment 

Alleged victims of sexual harassment should report the harassing behavior to one of the 
following individuals within their agency as soon as possible: 

• The alleged victim’s manager or supervisor,1 or the manager or supervisor of the alleged 
harasser; 

• Sexual Harassment Officer; 
• Alternate SHO or Office; or 
• General Counsel. 

If victims require assistance or are not able to report to one of the individuals above, they may 
contact the Sexual Harassment Officer Program Coordinator at the D.C. Department of Human 
Resources at dchr.sho@dc.gov. 

Witnesses to Sexual Harassment 

Employees have a responsibility to report incidents of sexual harassment or behavior that may 
create an intimidating, hostile, or offensive work environment. Witnesses should report incidents 
to the following individuals within their agency: 

• The witness’ manager or supervisor[1], or the manager or supervisor of the alleged 
harasser; 

• Sexual Harassment Officer. 
• Alternate SHO or Office; or 
• General Counsel. 

NOTE: If the employee does not feel comfortable reporting to the SHO or the alternate SHO, the 
employee may report to a manager or supervisor; however, unless there is a conflict of interest 



with the SHO, these individuals will communicate the employee’s allegations to the SHO, who 
will ultimately investigate the matter. 
[1] If the alleged harasser is the employee’s supervisor, the employee may report the misconduct 
to the alleged harasser’s supervisor or to the agency’s Sexual Harassment Officer. 
Rights Under the D.C. Human Rights Act 

In addition to reporting to an agency SHO, or other individual as identified above, under the D.C. 
Human Rights Act alleged victims may file a claim of sexual harassment with an EEO 
Counselor, directly with the Office of Human Rights (without going through EEO counseling) or 
in court. 

Filing an Administrative Complaint with the D.C. Office of Human Rights 

• An individual may file an administrative complaint of sexual harassment with the Office 
of Human Rights (OHR) within 1-year of the incident(s) or discovery of the incident(s). 

• Reporting incident(s) of sexual harassment to the Agency’s SHO does not constitute 
reporting a complaint of sexual harassment with OHR. Therefore, reporting an incident 
to the SHO also does not toll (or delay) the deadline for reporting a complaint to OHR. 

• Reporting incident(s) of sexual harassment to the Agency’s SHO does not limit or delay 
the individual’s right to file a complaint with the Office of Human Rights, as both 
processes can run parallel to each other. 

• Please note that an individual is not required to report an allegation of sexual harassment 
to an Agency EEO Counselor, as required for other EEO claims (e.g., retaliation), prior 
to filing a claim at OHR. Individuals may file directly with OHR within the timeframe 
noted above. 

Filing a Civil Action in Court 

• An individual may file a complaint of sexual harassment with the D.C. Superior Court 
within 1-year of the alleged harassment or discovery of the incident(s). 

• Reporting the incidents of sexual harassment to the Agency’s SHO does not limit or 
delay the individual’s right to file in D.C. Superior Court, as both processes can run 
parallel to each other. 

 
Handling Reports of Sexual Harassment 

Managers, Supervisors, and HR Officials 

Managers, supervisors, and HR officials who receive reports of alleged sexual harassment must 
immediately relay the report to the agency’s Sexual Harassment Officer and take any appropriate 
remedial actions, after consulting with the agency General Counsel. 

Sexual Harassment Officers 



The role of the SHO is to accept, review, and investigate sexual harassment claims by gathering 
information and preparing a written report outlining the investigation, the facts gleaned from the 
investigation, and any recommendations within 60 days after a claim is reported. Upon receiving 
a report of potential sexual harassment, the SHO must: 

1. Gain a full understating of the complaint; 
2. Immediately notify the General Counsel, who must notify the Director of the Mayor’s 

Office of Legal Counsel within 3 days; 
3. Acknowledge receipt of complaint, notify the complainant that the matter is being 

investigated, and contact the complainant to gather more information; 
4. Make any additional required communications to, for example, gather relevant facts 

through documentation and interviews; 
5. Investigate; and 
6. Prepare and deliver a report to the agency Head or designee on the investigation. 

Maintaining Confidentiality 

Any individuals involved in investigating reports of alleged sexual harassment must take 
reasonable steps to ensure that the details of the complaint and investigation remain confidential, 
especially when information pertaining to a sexual harassment complaint changes hands or is 
shared as part of an investigation. Failure to safeguard confidential information can result in 
corrective or adverse action, up to and including separation. 

Notwithstanding the confidentiality requirement, the alleged harasser is entitled to notification of 
the allegations and must be given an opportunity to respond. Additionally, the confidentiality 
requirement should not prevent an agency from reporting a suspected illegal or improper act, 
such as sexual assault, to the appropriate enforcement authority, or from cooperating in any 
related investigation. 

All information obtained in the investigation shall be used by the SHO only for purposes of the 
investigation. 

Complaints Against Senior Officials 

Complaints against certain senior officials (specified below) must be referred to specific 
government officials for review. The following chart outlines these requirements. 

If the complaint is 
against... 

  

Employees with the 
Mayor’s Office of Legal 
Counsel 

Refer the report to the Mayor’s General Counsel. 

An Agency Director Refer the report to the SHO for the appropriate Deputy Mayor; the 
complaint should also be reported to the Mayor’s General Counsel if 
the complaint is against an agency Director appointed by the Mayor. 



If the complaint is 
against... 

  

A Deputy Mayor Refer the report to the SHO at the Office of the City Administrator. 
The City Administrator Refer the report to the Mayor’s General Counsel. 
The Mayor’s General 
Counsel 

The matter shall be handled by an independent consultant. 

The Mayor The matter shall be handled by an independent consultant. 

 
Investigating the Complaint 

Once a SHO has received a complaint of sexual harassment, they are required to immediately 
begin the investigation process, which must be completed within 60 days of the complaint. The 
following are nine steps that should be part of any successful investigation: 

1. Define the Scope of the Investigation; 
2. Recommend Immediate Action to the Agency Director or General Counsel (such as 

temporary employee reassignments), if needed; 
3. Conflict of Interest Determination; 
4. Plan the Investigation; 
5. Conduct Interviews (if possible, record all interviews); 
6. Gather Documents and Other Evidence; 
7. Evaluate the Evidence; 
8. Document the Investigation; and 
9. Report to the agency Head, or their Designee, on the investigation, including what the 

investigation entailed and what details or information were confirmed (or not 
confirmed) by the evidence. 

The SHO is responsible for conducting the investigation and completing the investigation report, 
which the SHO will provide to the agency Head or their designee only. At various times during 
this process, the SHO may seek guidance or support from the agency General Counsel. For 
example, the SHO may seek the General Counsel’s assistance to gain access to relevant 
information in the possession of a sister agency (such as email records from OCTO), to act to 
ensure the cooperation of agency witnesses, or to prevent an employee’s interference with the 
investigation. 

Step 1. Define the Scope of Investigation 

In general, SHOs should take all allegations of sexual harassment seriously and conduct 
thorough and complete investigations. However, situations may arise when the alleged conduct is 
of a nature that does not require an extensive investigation to disclose the facts. For example, all 
parties may agree as to the circumstances of the complaint, and thus the matter may be resolved 
quickly through informal discussions. Regardless of whether a full investigation is required, the 



SHO should speak with the relevant parties, document or record all information received, and 
document all efforts undertaken to address the matter. 

Example 1: An employee, on a single occasion, asks his co-worker to have dinner with him one 
night. The co-worker declines, saying she has a boyfriend. The employee replies: “He’s a very 
lucky guy.” This makes the co-worker uncomfortable and she reports the situation, even though 
the employee did not further pursue the matter. 
 
In this scenario, a full investigation is probably unnecessary. Instead, a discussion with the two 
parties, and possibly their supervisor, will likely provide the SHO with the facts and resolve the 
situation. The SHO should document such efforts and any resolution reached in the Investigation 
Report. 
Step 2. Recommend Immediate Action to the Agency, If Needed 

Pending the conclusion of a sexual harassment investigation, the SHO may consult with the 
General Counsel to recommend immediate workplace changes necessary to prevent further harm 
and to ensure the investigation is free from disruption. The most common action that may be 
taken is to separate the alleged harasser from the complainant (or vis-versa). If immediate action 
is needed, such action will be initiated by the agency General Counsel and should be processed 
in accordance with the District Personnel Manual and any applicable Collective Bargaining 
Agreement. 

Avoid Retaliation Claims! In many sexual harassment investigations, immediate action will need 
to be taken while the investigation is pending. However, such actions should not penalize the 
employee reporting the harassment or the alleged harasser. If the parties must be separated 
while the investigation is pending, reassigning the alleged harasser or placing him or her on 
administrative leave with pay is preferable to moving the reporting employee. 
Separating the Alleged Harasser from the Complainant 

The agency must assess whether the alleged harasser should be separated from the complainant’s 
work environment. It may be appropriate to take such a step when there are allegations of: 

• Serious misconduct, such as sexual touching, sexual assault, violence, threats, or 
extremely abusive verbal harassment; 

• An ongoing pattern of harassment; or 
• Misconduct where the complainant(s) or witnesses appear intimidated by the alleged 

harasser. 
As previously noted, moving the complainant may be perceived as retaliatory. The best way to 
avoid claims of retaliation is to temporarily reassign the alleged harasser in a reasonably 
comparable placement, even if in a different agency after consulting with DCHR, or place them 
on a temporary telework schedule or administrative leave with pay. If these steps are taken, the 
alleged harasser should be informed that the arrangement is temporary, that no conclusions have 
been reached as to the sexual harassment allegations, and that the action being taken is in no way 
punitive. 



Removing the Complainant from the Work Environment 

Sometimes, the complainant of alleged sexual harassment will ask to be reassigned or given time 
off pending the investigation. If this occurs, find out and document exactly why the employee 
wants to be taken out of the work environment. 

If the alleged victim is experiencing trauma or other health-related issues because of the alleged 
sexual harassment, the agency should take appropriate actions as required or permitted by law to 
assist the employee. If the alleged harasser has threatened the complainant, or co-workers are 
shunning the complainant, this is information that should be immediately brought to the attention 
of the agency General Counsel. Whatever the explanation, it is important to reiterate that 
retaliation by the alleged harasser or co-workers is not tolerated. Additionally, make the best 
arrangements to address the complainant’s concerns. If the complainant is removed from the 
work environment, make sure that the employee can still be available to participate in the 
investigation. 

NOTE: Expedite the investigation whenever one or more parties are reassigned or placed on 
administrative leave pending the investigation. 
Criminal Allegations 

Whenever a report of sexual harassment or subsequent evidence reveals potential criminal 
conduct, such as sexual assault, physical violence, or threats to do bodily harm, stop the 
investigation and consult agency General Counsel immediately. The agency’s General 
Counsel, in consultation with the Mayor’s Office of Legal Counsel, will determine whether law 
enforcement should be contacted and what other immediate steps must be taken. Do not conduct 
additional interviews or resume your investigation until you have consulted your agency General 
Counsel or the MOLC and received their approval to proceed. Failure to comply with this 
instruction may impact the criminal investigation and/or case of law enforcement officials. 

Step 3. Conflict of Interest Determination 

Generally, the agency’s Sexual Harassment Officer (SHO) will investigate reports of sexual 
harassment. Smaller agencies are authorized to enter into cooperative agreements with other 
agencies if their staffing level does not allow for the appointment of a dedicated SHO. In these 
cases, the SHO investigating the report may be an employee from another agency. In the event of 
a conflict of interest, or of a claim of bias that could reasonably be raised against the impartiality 
of the assigned SHO, the assigned SHO should immediately notify the agency General Counsel 
to assist with identifying another SHO to conduct the investigation. 

If another SHO is assigned to conduct the investigation, the original SHO should notify the 
complainant in writing of this change. The written notification should identify the new SHO as 
the formal contact for the investigation and as the individual who is conducting the investigation 
on behalf of the agency. The written notification is also useful for communicating to involved 
parties that an investigation is underway. 

Step 4. Plan the Investigation 



Before investigating, the SHO must plan how the investigation will be carried out. To do this, 
DCHR recommends completing the attached Investigation Plan (See Attachments 3 and 4). To 
complete the plan, the SHO will need to rely on the complaint of the complainant or third-party 
witness reports of the potential harassment. 

Meet with the Complainant 

The SHO must meet with the individual reporting the sexual harassment allegation. The 
individual may be an alleged victim, third-party witness or an individual to whom the allegation 
was reported. It is important to clarify the exact allegation from the individual making the report 
to the SHO. If they are not a witness to the allegation, the SHO should also make efforts to 
clarify the allegation from the original source of the complaint, which might be the alleged 
victim. These preliminary meetings are only for understanding the actual allegation. More 
thorough interviews of these individuals should occur as the investigation progresses. 

Understand the Complaint First 

Before drafting the investigation plan, the SHO must have some understanding of the complaint 
and allegations. Initially, the SHO should verify the allegations with the individual originally 
reporting the situation, and then brainstorm and try to answer the following types of questions: 

• Who complained? Are there multiple complainants? 
• What is the alleged misconduct? 
• Were there job-related promises or threats (quid pro quo), or is this a hostile work-

environment claim? Or were there both? 
• Who is the alleged wrongdoer (their name, position)? Is there more than one harasser? 
• How many incidents of harassment have been alleged? 
• Where and when did the harassment take place? 
• Have any potential witnesses been named? 
• How did the harassment come to the attention of the SHO? 

Finding the answers to the above questions will help the SHO decide who to interview, what 
documents and other evidence might be available, and what type of questions to ask witnesses. 

TIP! Site visits are extremely helpful at placing investigations and evidence into context. 
Whenever the SHO determines that the environment may be relevant to the events, the SHO 
should make all reasonable efforts to visit relevant locations. For example, if the alleged 
harassment took place in an office, visit the office to see how it is laid out and where individuals 
sit relative to other employees. 
Investigation Plan 

After establishing the general nature of the complaint, and before contacting additional witnesses 
or gathering any documentary evidence, complete a draft investigation plan as thoroughly as 
possible. The draft plan can be used to communicate the scope of the investigation to necessary 



people. Keep in mind that the initial draft will be an incomplete plan and the SHO will further 
develop the plan as the investigation proceeds. 

OVERVIEW 

Each investigation plan should have an Overview section. Give the investigation a title, a 
description with key objectives, and the investigation scope. 

BASIC INFORMATION 

The Basic Information section provides the allegations. Describe what was alleged – who was 
harassed, by whom, when and how? 

CHRONOLOGY 

Supply a succinct chronology of alleged events leading to the investigation. This is not a 
chronology of the investigation; it is a chronology of the harassing behavior and how that 
behavior came to the attention of the SHO. 

EVIDENCE 

List any known direct and circumstantial evidence and potential witnesses. The list should be 
concise, but sufficiently descriptive to alert the reader as to the importance of the physical 
evidence or witnesses. 

PLANNED INVESTIGATION ACTIVITY 

This section lists events that will take place during the investigation. This can include meetings, 
document reviews, and formal witness interviews. This section also includes a listing 
of notifications made to individuals during the investigation, such as notifications to the General 
Counsel and to witnesses for purposes of scheduling interviews. 

Notify the General Counsel 

Immediately upon receiving a report of an allegation of sexual harassment, the SHO shall notify 
the agency’s General Counsel of the allegation and share with the General Counsel all 
information related to the allegation, including but not limited to: name(s) of the alleged 
harasser, alleged victim and witnesses, nature and type of harassment, all relevant date(s) and 
location(s), and a description of the incident(s) to be investigated. The General Counsel is 
responsible for determining what information, if any, should be communicated with the agency’s 
leadership and external authorities. The General Counsel should notify the Mayor’s Office of 
Legal Counsel of the following within three days of receiving a report of sexual harassment: 
names of the alleged harasser(s), alleged victim(s) and witnesses; nature and type of harassment; 
all relevant date(s) and location(s); and a description of the incident(s) to be investigated. 

Revising the Plan 



The investigation plan will be fluid and must be updated as the investigation proceeds. When 
new evidence is discovered, or new witnesses come to light, that information should be added to 
the plan. Similarly, the plan should be updated with itinerary and notification changes. 

Step 5. Interviews 

Once an investigation plan is in place, the SHO will need to direct their focus to interviewing 
witnesses. Whenever possible, the SHO should have a second person, who is trained in 
investigations, with them during interviews. Additionally, the SHO should never interview more 
than one witness at a time – each witness should be interviewed separately. 

The SHO should schedule and complete witness interviews as quickly as possible. Generally, the 
SHO should aim to complete all interviews within days of receipt of the initial complaint, or as 
soon as possible thereafter. This allows for the investigation to preceed efficiently and minimizes 
investigation-related discussion among witnesses in the workplace. DCHR recommends 
scheduling formal interviews in writing by sending separate email notifications to the 
complainant, alleged harasser, and potential witnesses, which outline their rights and what to 
expect. (See Attachment 6). 

If interviewing a union employee, the SHO should refer to the agency’s collective bargaining 
agreement and notify employees in writing that they have a right to union representation at the 
interview, if applicable. Some agencies require investigators to obtain written statements or 
affidavits after an interview. If it is feasible, DCHR highly encourages agencies to tape-record 
interviews with witnesses to ensure record accuracy. 

TIP! The SHO should write down anticipated questions before interviewing a witness. This 
practice will give the interview direction and will ensure that all necessary topics and questions 
will be addressed. 
Opening the Interview 

The SHO will want to open every interview with similar remarks. Here is a roadmap that may be 
used for opening an interview with a witness: 

• Purpose. The SHO may state that they are investigating a workplace complaint and that 
their role is to investigate the matter by gathering as much information as possible. If it 
is the complainant being interviewed, the SHO should advise the complainant that their 
complaint is being investigated. If it is the alleged harasser being interviewed, the SHO 
should notify the individual that they are the target of the investigation. 

• Process. Explain that the investigation process involves interviewing multiple witnesses 
and reviewing any necessary documents. Witnesses must be made aware that the 
agency will take appropriate steps if it finds that misconduct occurred. 

• Confidentiality. Explain that the interview will be treated as confidential as much as 
possible by the agency and that the agency hopes the witness will use discretion and 
limit their disclosure of anything discussed in the interview to maintain the integrity of 
the investigation process. Generally speaking, the SHO should not, however, require 
the witness to maintain confidentiality or to sign a confidentiality agreement. The SHO 





• Where did you go immediately after the incident? Did you tell anyone what happened? 
Who? 

• Prior to these incidents, what was your relationship like with [the employee]? Are you 
aware of similar incidents with other employees? 

• Have you been affected by this? How? 
• Are there any documents or other kinds of evidence relating to the incidents? Were there 

any email communications? Did you take notes or make journal entries? Were there 
any additional conversations with others about the incidents? 

• When did you first report this and whom did you tell? What did you tell them? How did 
they respond? 

• How would you like to see this problem resolved? 
• Is there anyone else you think I should interview regarding these incidents? 
• Is there anything else you think I should know while I am investigating this matter? 

Open-Ended Questions. When interviewing the alleged victim, use open-ended questions. Ask: 
who, what, when, where, why and how. Try to keep closed-ended (yes/no) questions to a 
minimium. The goal is to get the witness to open up and tell you their story in their own words. 
[2] While these sample questions may be listed together, witnesses should always be asked one 
question at a time. Resist the urge to ask compound or long questions. 
Victims who have trouble remembering important facts about the alleged sexual harassment may 
be experiencing trauma. In this case, usual interview questions may not be as helpful initially. 
Some experts suggest that such victims may benefit from the use of sensory-based interview 
questions (such as “do you remember what was playing on the radio in the car”; “what color was 
the room”; etc.) as these types of questions help place the victim back at the scene of the incident 
and may help jog their memory. 

Interviewing Third-Party Witnesses 

After conducting an initial interview of the complainant, it is usually most effective to interview 
any third-party witnesses to the alleged harassment. Third-party witnesses are all other witnesses, 
excluding the alleged harasser. Interviewing third-party witnesses after the complainant allows 
the investigator to confirm or discount allegations made by the complainant and assists in 
obtaining a complete account of the potential misconduct before asking the accused employee to 
respond. A third-party witness should be interviewed within five days after the interview with 
the complainant. If there are multiple third-party witnesses that must be interviewed, each 
subsequent witness should be interviewed as close in time to the first third-party witness as 
possible, to complete the investigation in a timely fashion. 

When questioning third-party witnesses, the goal is to gather as much information as possible 
without giving too much information away. The interview should begin by stating, in general 
terms, why the SHO is interviewing the witness. The SHO should inform the witness that they 
are investigating a workplace incident, and that the witness might have information that will help 
determine what occurred. Then, the SHO will need to move into questions that will help 
determine whether the witness saw or has information regarding the alleged incident(s). 



Sample Questions 

• What is your typical workday or workweek like? Who is your supervisor? What time do 
you arrive? Leave? What are your typical responsibilities? 

• Do you work with [the alleged victim] or the [accused employee]? 
• How would you characterize their working relationship? 
• Has [the alleged victim] ever spoken to you about [the accused]? Has the [accused 

employee] ever spoken to you about [the alleged victim]? 
• Have you seen any interactions between [the alleged victim] and [the accused] that made 

you uncomfortable? Have you seen any interactions that appeared to be of a sexual or 
inappropriate nature? Describe those interactions. Have you heard [the accused] speak 
to or about [the alleged victim] in a sexual or inappropriate nature? Describe those 
conversations. 

• [If the witness saw or heard anything that is the subject of the complaint, ask questions 
to find out what the witness saw/heard, where it occurred, and when.] 

• Have you heard these issues discussed in the workplace? When, where and by whom? 
• Have you ever had a problem working with [the alleged victim] or [the accused]? If so, 

what are those problems? 
• Do you know of anyone else who might have information about these incidents or who 

might have experienced similar treatment from [the accused]? 
• Are there any documents or other evidence you think I should review that relate to these 

incidents? Were there any email communications? 
• Based on our conversation, is there anything else you think I need to know as I continue 

my investigation? 
Interviewing the Alleged Harasser 

As noted, the employee who allegedly engaged in the harassing behavior should usually be 
interviewed last. This interview will be uncomfortable for the employee and the SHO regardless 
of whether the accused employee engaged in the alleged conduct. To avoid the need for a follow-
up interview, it is important to have as much information as possible before this interview. 

When interviewing an employee suspected of misconduct, they might be defensive. When 
opening the interview, the SHO should make clear that the agency has a legal obligation to 
investigate the matter and has not yet made any determination or judgments regarding the 
allegations. The SHO should also make clear that the SHO’s role is to be neutral and unbiased 
and to find out what happened. The accused employee’s perspective is part of information 
gathering and is needed before any conclusions can be reached. 

As stated previously, the accused employee may be allowed to have a union or other 
representative present during the interview, although this should not unduly delay the interview 
process and SHOs are not required to permit such representative to disrupt the interview or 
answer questions during the interview on the employee’s behalf. 



Is the alleged harasser’s participation in the interview voluntary? A SHO may encounter an 
alleged harasser who wants to avoid being interviewed. Before interviewing the alleged 
harasser(s), consult agency General Counsel on whether the accused employee should be 
compelled to participate in the investigation. Unless the case involves allegations of criminal 
conduct, their participation will usually be mandatory. However, this decision should be made 
by agency General Counsel. 
The SHO also needs to plan the sequence of questions for the accused employee. The first series 
of questions should be simple, non-controversial questions that the employee can easily and 
willingly answer. This will establish ease and rapport, which may help to minimize any 
defensive tension that might otherwise occur. 

The SHO must advise the employee of the accusations made against him or her. After 
preliminary introductions and questioning, the SHO must advise the accused employee(s) of the 
accusations made against them. Although the SHO does not need to identify the person who 
made the sexual harassment complaint, the SHO must allow the accused a fair opportunity to 
respond and thus may have to disclose the identity of the alleged victim or complainant. 

When interviewing the accused, the SHO should outline the totality of the accusation and ask the 
accused for their response. Then, the SHO should walk through each event that comprises the 
harassment complaint and obtain specific responses for each event. The SHO must provide the 
accused employee an opportunity to offer explanations, denials, defenses and potential witnesses 
and documentation for each event discussed. 

Sample Questions 

• What is your typical workday or work week like? What time do you arrive? Leave? 
What are your typical responsibilities? Where is your work station located? 

• Do you supervise any employees? Who? 
• How would you characterize your working relationship with direct reports? Coworkers? 
• What is your relationship with [the alleged victim] like? How do you know him/her? 

How long? 
• [Tell the accused employee what misconduct is alleged or suspected.] What is your 

response to these allegations? 
• Did these things happen? What happened? When? Where? 
• How did [the alleged victim] respond? Did [he or she] indicate that your statements or 

actions were offensive? What did he or she say? 
• Did anyone witness these incidents? 
• Have you discussed or reported these incidents to anyone? Who? 
• Have you kept any notes or journals about these incidents? 
• [If the accused denies the allegations entirely:] Could another person have 

misunderstood your actions or statements? Do you think the allegations are made up? 
Why? 

• Have you ever used profane language in the workplace? 



• Have you ever used sexually explicit or suggestive language in the workplace? 
• Have you ever seen [the alleged victim] outside of work? Where? When? 
• Have you ever had a social relationship with [the alleged victim]? A romantic 

relationship? Have you ever asked [the alleged victim] out on a date? What was the 
response? 

• Have you ever been accused of workplace harassment? When? How was it resolved? 
• Have you ever received training on sexual harassment in the workplace? When? 
• Are you aware of the Mayor’s policy concerning sexual harassment? What is your 

understanding of the Mayor’s policy? How do you know about the policy? 
• Are there others you can think of who might have information about these allegations? 
• Do you know of any documents or other physical evidence I should be reviewing during 

the investigation? Were there any email communications? 
• Is there anything else you think I need to know for purposes of this investigation? 

Closing the Interview 

After the SHO completes their interview questions, the SHO should review their notes of the 
interview and make sure all aspects of the allegation have been covered and responded to. The 
SHO should remind the interviewee about the District’s anti-retaliation policies. Witnesses 
should also be asked to report any new information to the SHO immediately. 

Alleged victims and alleged harassers must be advised of what to expect next. This includes 
informing them that they may be interviewed again if necessary. 

Documenting the Interview 

The investigator must document the interview after its conclusion. The investigator can complete 
documentation in one of two ways. If the interview is recorded (which is the best practice), the 
investigator can document the interview by creating a transcription of the audio. If the interview 
is not recorded, or transcription services are unavailable, the investigator can draft a “memo to 
file” summarizing what was asked, and what the witnesses said in the interview. (See 
Attachment 4: Sample Interview Summary). 

Summaries are only useful if they are reliable. Therefore, it is vital that summaries be drafted 
immediately following the interview. If drafting the summary immediately is impractical, it must 
be drafted no more than 24 hours after the interview. 

Interview documentation must include notes as to time and the length of any breaks or 
interruptions, who was present in the room, and copies of any handwritten notes. Handwritten 
notes must be signed and dated by the author. 

Follow-Up Interviews 



If credible and relevant information surfaces that implicates a previously interviewed witness, 
and that witness did not have an opportunity to provide comments or respond to that information, 
the SHO must conduct a follow-up interview. 

If new accusations or defenses arise, the alleged victim and the alleged harasser(s) must have a 
fair opportunity to respond. Except when they are trivial, new developments of this nature 
require follow-up interviews of the necessary witnesses. 

Step 6. Gather Documents and Physical Evidence 

Throughout the interview process, the SHO may discover potential evidence. Evidence may 
include: emails, text messages, voice mail messages, letters, notes, journals, photographs, time 
and attendance records, building access records, video recordings, gifts, offensive objects, 
personnel records, policies, and other relevant items. The SHO must obtain evidence before, 
during and immediately following the interview process. 

If a SHO requires assistance in obtaining evidence, he or she should consult agency General 
Counsel. If necessary, agency General Counsel may request e-mail, telephonic, and building 
access records from the Office of the Chief Technology Officer (OCTO) or Department of 
General Services (DGS). Moreover, agency General Counsel may be able to assist with securing 
other types of evidence, if needed. 

Step 7. Evaluate the Evidence 

Once the SHO has completed all interviews and obtained as much physical evidence as is 
available, the SHO must weigh the evidence and determine what happened based on the 
evidence. The SHO will need to evaluate the evidence by, for example, comparing and assessing 
statements made by witnesses (including assessing any information about witness credibility and 
reviewing witness statements for similarities and inconsistencies), reviewing the evidence for 
patterns and trends, and assessing the accuracy, completeness and reliability of documents and 
other physical evidence. 

Standard of Proof. The SHO must decide what the facts are in any given investigation. A “fact” 
is an actual event or circumstance established by the evidence. 
 
The standard applied is a “preponderance of the evidence.” This means, that the evidence 
shows, more likely than not, that an alleged event or circumstance occurred. It is not enough that 
alleged conduct could have occurred. Instead, the SHO must determine that it is more likely than 
not that the alleged conduct actually occurred. Otherwise, the SHO must deem an allegation 
unsubstantiated. 
Assemble the Evidence 

Before beginning the evaluation of evidence, the SHO should assemble the evidence into a 
logical order and label each item for easy reference in an appropriately indexed investigative file. 
At this stage, almost every piece of evidence should have been documented. Therefore, the 
easiest assembly is to arrange each document in chronological order, labeling each piece of 



evidence in sequence as Exhibit 1, 2, 3 and so forth. Since the investigation plan is updated to 
include all evidence as the investigation progresses, it should be an easy matter to simply number 
the evidence listed in the plan. 

Be sure to use a common identification method for all documents. A good practice is to use the 
format of “Document Title, document type/author (Date).” A sample list of evidence might look 
like the following: 

1. Karen Connor Appointment to Deputy Director, SF-50 (April 1, 2012) 
2. Daniel Smith Appointment to Prog. Analyst, SF-50 (March 15, 2013) 
3. 2013 Performance Evaluation, Daniel Smith (4 rating) (Dec. 1, 2013) 
4. 2014 Performance Evaluation, Daniel Smith (5 rating) (Dec. 7, 2014) 
5. Party Tonight?, email message from Karen Connor to Daniel Smith, and his reply (Oct. 

1, 2017) 
6. 2017 Performance Evaluation, Daniel Smith (2 rating) (Dec. 5, 2017) 
7. Interview of Daniel Smith, transcription (Jan. 10, 2018) 
8. Interview of Samuel Adams, transcription (Jan. 10, 2018) 
9. Interview of Karen Connor, transcription (Jan. 11, 2018) 
10. Interview of Jack Daniels, transcription (Jan 10, 2018) 

Creditability 

Sexual harassment investigations will invariably involve conflicting accounts of the same events. 
The SHO must consider each version of the facts and evaluate the credibility of competing 
evidence. When deciding the credibility of one version of events over another, the SHO should 
consider the factors below. 

Creditability Considerations 

• Plausibility. Which version of the facts makes the most sense? Does one version defy 
logic or common sense? 

• Direct Knowledge. Did the witness see and hear the events they described, or does the 
witness rely on secondhand information? Secondhand information is typically less 
credible than firsthand knowledge. 

• Details. How general or specific is the evidence? Specific details, particularly when 
supported by other evidence, are usually more credible than vague and unsubstantiated 
allegations. 

• Corroboration. Are statements and other documents corroborated by other evidence? 
• Contradictions. Are the witnesses’ statements inherently consistent? If a witness’ 

statements are inherently inconsistent, then their statements may be less credible. 
• Omissions. Did any of the witnesses leave out details that they should have 

known/mentioned? If so, is the omission reasonable? 



• Prior Incidents. Has the alleged victim made similar complaints in the past about 
others? Does the accused employee have a documented history of this type of 
misconduct? 

• Motive. Do any of the witnesses have a motive to lie or exaggerate about the 
incident(s)? Do any of the witnesses have loyalty to or hold a grudge against any of the 
parties? 

• Credibility. Do any of the witnesses have a history within the workplace that affects 
their credibility? 

Authenticity of Evidence 

Issues of authenticity pertain to when a particular piece of evidence is not what it appears to be. 
Information that a piece of evidence was forged or altered would raise an issue as to its 
authenticity. Evidence collected from records, databases or other reliable sources such as official 
agency files can be presumed authentic unless there is a specific reason to believe otherwise. Key 
pieces of evidence should be authenticated by witness testimony if possible. For example, if an 
employee sends a note, ask that employee if they did indeed send the note and have them identify 
the note on the record. If issues of authenticity arise, they must be resolved. 

Tell the Story with the Facts 

After assembling and assessing all the evidence, the SHO is ready to determine and list each 
relevant fact in the case. For this purpose, a statement is “factual” if it describes an event or a 
thing in a manner that does not require substantial interpretation or characterization. Best 
practice is to list each individual fact that is needed to explain to someone who has no knowledge 
of the case, who the parties are, what happened, and why it matters. List the facts in a sequence 
that makes sense (e.g., chronologically) and in a manner that tells a compelling story of events. 
For each fact listed, the SHO must cite all evidentiary support for that fact. 

At this phase, the SHO is not stating conclusions or opinions. However, if a witness disputes a 
fact, the SHO must weigh the competing evidence and decide which version is most credible and 
more likely than not to be true. For disputed facts, the SHO will list the disputed fact, citing all 
the evidentiary support. The SHO must also note that the fact was in dispute, how it was in 
dispute, and how the SHO resolved the factual dispute, if possible. For each statement explaining 
the resolution of a disputed fact, the SHO must cite evidentiary support. 

As noted, for each fact listed, the SHO must cite to the pieces of evidence that establish that fact. 
Factual listings should be as concise as possible. Undisputed facts should be no more than one 
sentence. Disputed facts should be no more than three sentences. 

Step 8. Document the Investigation 

Having fully investigated the matter, evaluated the evidence and listed the facts pertaining to the 
allegation(s), the SHO must reduce the totality of the investigation into a written investigation 
report. The SHO is expected to issue an investigation report to the agency Head, or his or her 
designee, within 60 days after a claim is reported to the agency. It is recommended that each 



investigation report contain the elements listed below. A sample investigation report is attached 
for guidance. 

Report Elements 

• Executive Summary. The executive summary provides a concise summary of the entire 
report. It should state why an investigation was conducted, and list the high-level facts 
revealed by the evidence. 

• Scope of the Investigation. This section outlines what the allegation was, how it came 
to the SHO, and the steps the SHO took to investigate the case. The steps taken should 
be a chronology of events within the investigation, including the date, time, and actions 
taken to further the investigation. List all of the witnesses interviewed, and the date and 
location of each interview in the chronology of events. 

• Documentary and Physical Evidence. This section lists all of the documents and other 
physical evidence collected in support of the investigation. 

• Allegations and List of Facts. This section lists the original allegations and the facts, as 
revealed from the evidence, relevant to each allegation. 

Step 9. Next Steps After Reporting Outcome of Investigation 

The SHO must share the investigation report with the agency head, or his or her designee, in 
order for the agency to issue its Notice of Findings and Conclusions. The SHO shall not provide 
the investigation report to the parties or witnesses involved in the investigation (nor to any other 
unauthorized party), as the investigation report is deliberative, may require additional work (as 
determined by the agency Head or designee), and does not constitute the agency’s official 
findings regarding the matter investigated. If the SHO is unable to complete the investigation 
report within the 60-day period, the SHO must immediately notify the agency General Counsel. 

Following review of the investigation report and determination of next steps, the agency head, or 
designee, shall authorize additional investigation if necessary or issue the Agency’s Notice of 
Findings and Conclusions. The Agency’s Notice of Findings and Conclusions shall be provided 
to the Mayor’s Office of Legal Counsel (MOLC), the complainant, and the alleged harasser. 

Based on the agency’s findings and conclusions, the agency head or designee may need to take 
additional steps with the assistance of the agency General Counsel and the internal HR 
department. At minimum, an agency should ensure that its employees are trained, and if needed 
re-trained, on the agency’s and District's sexual harassment or other policies. If an agency’s 
policy is vague or contains gaps that may lead to confusion around appropriate employee 
conduct or work-related expectations, the agency should update its policies accordingly. 

When the agency concludes that misconduct has occurred, agency General Counsel should 
ensure that prompt administrative action is taken by the agency. Please note that an employee 
who is found to have engaged in inappropriate conduct who is not terminated must attend 
mandatory sexual harassment training within sixty (60) days of his or her receiving notice of the 
finding. This training must be in addition to any disciplinary actions and must occur even if the 
employee has already received sexual harassment training. 



In addition to imposing discipline on the employee found to have engaged in misconduct, the 
agency may also have an obligation to report credible violations of the District’s Code of 
Conduct to the Board of Ethics and Government Accountability (BEGA). Such violations of the 
Code of Conduct may arise where the employee has engaged in ethical violations such as giving 
gifts to employees for sexual favors, bribing witnesses or potential reporters of sexual 
harassment, or using government resources to carry out the harassing behavior. 
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Meeting Agenda

I. Team Introductions
II. Review of Working Group Goals Against State Plan

III. Overall Goals for PY23 Working Groups
IV. Overview of PY23 Working Group Goals
V. Quarterly All Working Group Meeting Schedule

VI. Q&A



Working Group Goals

System Integration
• Enhance System Alignment: District workforce development, education and social 

services providers will collaborate to deliver coordinated and effective services.

Training and Skills Development
• Improve Community Access to Workforce and Education Services: All District residents—

including people with disabilities, individuals with multiple barriers to employment and 
those who are underemployed—will have improved access to jobs, education, training, 
career information and support services necessary to advance in their career pathway.

Business Services
• Expand the Talent Pool for Businesses: The District’s business community, particularly 

those in critical sectors, will be able to access a broader pool of District talent with the 
skills necessary to meet businesses’ needs, and workers will be able to advance in a 
career pathway at businesses that hire them.



Working Group Goals

Data and Performance
• Increase Performance and Accountability: The DCWIC will establish, measure 

and regularly report progress in meeting realistic quantitative and qualitative 
performance goals for the District’s workforce and education system.

Youth
• Improve Youth Services: Youth will have increased access to a coordinated 

education and workforce system that provides the services and support 
needed to prepare them for postsecondary educational success, employment 
and long-term career advancement.



FY22 Accomplishments

• Completed staff development training for front-line staff

• Created a mechanism for residents to book appointments with AJC partners (Bookings)

• Added Direct Linkage to increase virtual services

• Co-enrolled residents (NCBA/DHS) to address technology needs

• Completed career pathway maps for each of our high-demand industries

• Increased the number of apprenticeships

• Hosted employer resource events

• Incorporated foundational employability skills in job readiness efforts

• Enhanced Data Vault platform
• CCDC use as coaching tool, DHA uses to track customers, Expanded Community Catalog, Agency 

commitments to data sharing and integration

• Created an inventory of youth-focused programs and services to establish a calendar of 
events so agency partners and organizations can engage youth



PY23 Working Group Activities

• Review the goals outlined in the State Plan and the activities planned 
for PY23 including the role your agency plays in accomplishing the goals.

• Identify cross-working group goals and activities.

• Develop monthly reporting and tracking activities that align with the 
goals for the year.

• Present quarterly reports at All Working Groups meeting that show 
collective accomplishments against goals.

• Discuss continuous improvement efforts.



PY23 Working Group Goals – System Integration

• Increase awareness of the service and programs available to residents 
through the American Job Centers.

• Ensure that residents are connected to the services they need to support 
their career and education goals.

• Identify opportunities to braid program funding and co-enroll residents in 
programs that maximize their career and education goals.

• Connect the Workforce Development community in order to solve 
challenges residents face in seeking services that remove barriers to 
employment and education.



PY23 Working Group Goals – Business Engagement

• Define a business vs. an employer within the District.

• Create meaningful engagement amongst District partners and 
businesses.

• Create a strong and healthy business engagement model in the District 
to service businesses in the DMV for increased upward mobility for job 
seekers.

• Build the capacity of the business engagement teams that align 
throughout the District, with a regional focus to model the one door 
access approach.



PY23 Working Group Goals – Training and Skills Development

• Standardized the districts definition for quality training metrics to 
ensure proper alignment with the business community.

• Refine sector strategies and career pathways to support high growth 
and emerging industries to identity and address skills gaps.

• Build capacity of the vendors through technical assistance to 
align culturally and operationally by implementing transformative 
relationship with employers and improve the training landscape.



PY23 Working Group Goals – Data and Performance

• Expand Data Vault Community Catalog to address gaps in services
• Implement Data Sharing agreements allowing for better tracking of resident 

referrals

• Improve system customer performance analysis and reporting through 
developing common performance measures and creating a common data 
dictionary

• Create common data that tells the story about the District's demand and 
supply.



PY23 Working Group Goals - Youth

• Develop an inventory of events and activities for youth and share publicly with the 
group and on the WIC's website

• Identify training curriculum that include employability skills to better prepare youth 
for the workplace

• Include the benefits of businesses hiring youth in business-facing forums and 
presentations

• Build solicitation requirements that include foundational employability skills training 
as part of job readiness

• Organize or support an all-youth hiring event



All Working Groups Quarterly Meeting Schedule

 January 19, 2023 – 2:00 – 3:00 p.m.

 April 20, 2023 – 2:00 – 3:00 p.m.

 June 20, 2023 – 2:00 – 3:00 p.m.



Questions?



Workforce Investment Council
FY 2022 Performance and Accountability Report

February 8, 2023


