[bookmark: _Toc452483950][bookmark: _Toc462998614]Sample New Employee Welcome Letter from EEO Officer

To: New Employees
From: <Department> Equal Employment Opportunity Officer
Subject Line: Employee Demographic Information

As part of our commitment and efforts to actively recruit and retain a talented and diverse workforce, I would like to welcome you to <department>. 
Workforce diversity is an important part of our work culture, in which we value the combined experiences, perspectives and talents of all our employees that contribute to meeting <department’s> mission. 
To help us better understand our workforce, I would like to encourage you to be counted in a confidential and voluntary New Employee Survey. While the survey is voluntary, your participation will help us evaluate our efforts to recruit and retain a diverse workforce.  
CalHR collects information through the survey and reports to departments only the statistical data. As you complete the survey, you will notice that you will be asked for your name and a partial social security number. The purpose of collecting this information is to verify your employment with the State of California and to link the collected data to the State Controller’s records pertaining to your classification and pay, which is compared to labor statistics. The statistical information is used to assist in workforce planning and mandatory reporting. None of your personal identifying information will be provided to those making employment decisions.
[bookmark: _GoBack]In addition, attached is the CalHR 1070 form which captures race/ethnicity and gender data. Employees new to State Civil Service are requested to self-identify their race/ethnicity as described in the attached FAQ document, and their gender identity. An individual’s response to the race question is based upon self-identification; however, federal law requires departments to visually identify the employee’s race and gender of employees that elect not to self-identify.  
Thank you in advance for your contribution to our talented workforce. If you have questions regarding the survey or the CalHR 1070 form, please see the attached FAQ document, or contact me at (xxx) xxx-xxx or via email at Name@department.ca.gov.
The survey is very brief and will take less than five minutes to complete. Please proceed to the link and begin the survey: http://chrsacstgweb01.dpa.ca.gov/Survey


Thank you,
EEO Officer

Attachment FAQ
CalHR 1070
