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RECRUITMENT
Creating a diverse, equitable, and inclusive (DEI) recruitment process is essential for building  
a more representative and effective workforce. Here’s a checklist to help guide you through  
the process:

1. Preparation:
		 a.	 Educate Yourself and Your Team:
			  ❑	Understand the importance of diversity, equity,  
				   and inclusion in the workplace.
			  ❑	Familiarize yourself with unconscious bias and  
				   how it can affect recruitment.

		 b.	 Define Your DEI Goals:
			  ❑	Clearly outline your organization’s commitment 	
				   to diversity, equity, and inclusion in recruitment.
			  ❑	Set measurable goals for increasing diversity at  
				   all levels of your organization.

		 c.	 Create a DEI Team:
			  ❑	Assemble a team responsible for overseeing  
				   DEI initiatives during the recruitment process.

2. Job Posting:
		 a.	 Inclusive Language:
			  ❑	Use gender-neutral language and avoid biased  
				   terms that may discourage certain groups  
				   from applying.

		 b.	 Diverse Representation:
			  ❑	Include images or testimonials that showcase  
				   the diversity of your current employees.

3. Candidate Sourcing:
		 a.	 Expand Sourcing Channels:
			  ❑	Utilize a variety of platforms to reach a wider  
				   pool of candidates, including diverse  
				   job boards, professional associations, and  
				   community organizations.

		 b.	 Networking and Partnerships:
			  ❑	Partner with organizations that focus on  
				   underrepresented groups to tap into  
				   their networks.

4. Application Process:
		 a.	 Anonymize Applications:
			  ❑	Remove personal information (name, gender,  
				   ethnicity, etc.) from initial application reviews  
				   to reduce unconscious bias.

		 b.	 Accommodations:
			  ❑	Provide options for candidates to request  
				   accommodations during the  
				   application process.

5. Screening and Selection:
		 a.	 Structured Interviews:
			  ❑	Develop standardized interview questions  
				   to ensure consistency and fairness for  
				   all candidates.

		 b.	 Diverse Interview Panels:
			  ❑	Include interviewers from different backgrounds  
				   and levels within the organization.

		 c.	 Training for Interviewers:
			  ❑	Provide training on unconscious bias and  
				   inclusive interviewing techniques.

6. Assessment:
		 a.	 Fair Evaluation Criteria:
			  ❑	Define clear, job-related criteria for  
				   evaluating candidates.

		 b.	 Holistic Assessment:
			  ❑	Consider a candidate’s potential and  
				   transferable skills, not just direct experience.

7. Feedback and Communication:
		 a.	 Timely Communication:
			  ❑	Keep candidates informed about the status of  
				   their application throughout the process.

		 b.	 Constructive Feedback:
			  ❑	Provide feedback to candidates who were not  
				   selected, focusing on areas for improvement.

8. Onboarding:
		 a.	 Inclusive Onboarding:
			  ❑	Ensure that the onboarding process is 	  
				   welcoming and inclusive for all new hires.

		 b.	 Employee Resource Groups (ERGs):
			  ❑	Offer opportunities for new hires to join  
				   ERGs that align with their identities  
				   and interests.

9. Data Collection and Analysis:
		 a.	 Demographic Data:
			  ❑	Collect voluntary demographic information  
				   from candidates and employees to track  
				   progress and identify areas for improvement.

		 b.	 Regular Assessment:
			  ❑	Analyze recruitment data periodically to assess  
				   the effectiveness of your DEI initiatives.



This project has been funded by Women and Gender Equality Canada
Ce projet est financé par Femmes et Égalité des genres Canada

RETENTION
Creating a diverse, equitable, and inclusive (DEI) workplace isn’t just about hiring; it’s also about 
retaining and supporting employees from all backgrounds. Here’s a checklist to help you focus 
on DEI when it comes to retaining your workforce:

1. Inclusive Work Environment:
		 ❑	 Foster a culture of respect and belonging where  
			  all employees feel valued and included.
		 ❑	 Encourage open communication and create  
			  platforms for employees to share their  
			  experiences and suggestions.

2. Leadership Commitment:
		 ❑	 Ensure that leadership is committed to DEI efforts  
			  and actively promotes an inclusive workplace.
		 ❑	 Hold leadership accountable for advancing DEI 	
			  initiatives throughout the organization.

3.	Professional Growth and Development:
		 ❑	 Provide equal access to development  
			  opportunities, including training, mentorship, and  
			  promotions, regardless of background.
		 ❑	 Create individual development plans that consider  
			  employees’ career aspirations and provide the  
			  necessary support.

4. Employee Resource Groups (ERGs):
		 ❑	 Support the formation and activities of ERGs for  
			  underrepresented groups.
		 ❑	 Acknowledge the impact of ERGs in fostering a  
			  sense of community and networking.

5. Diverse Leadership Representation:
		 ❑	 Work toward diverse leadership representation at  
			  all levels of the organization.
		 ❑	 Encourage leadership to serve as role models for  
			  fostering inclusivity and equity.

6. Fair Compensation and Benefits:
		 ❑	 Regularly review compensation structures to  
			  ensure equitable pay for all employees, regardless  
			  of gender, race, or other factors.
		 ❑	 Offer benefits that cater to diverse needs, such as  
			  flexible work arrangements and parental leave.

7. Anti-Discrimination Policies:
		 ❑	 Clearly communicate zero-tolerance policies for  
			  discrimination, harassment, and  
			  microaggressions.
		 ❑	 Provide avenues for reporting incidents and  
			  ensure that investigations are handled fairly  
			  and promptly.

8. Performance Reviews and Feedback:
		 ❑	 Implement standardized performance evaluation  
			  criteria to mitigate bias.
		 ❑	 Train managers on providing constructive  
			  feedback and setting achievable goals for  
			  all employees.

9. Employee Surveys and Feedback:
		 ❑	 Conduct regular surveys to gauge employee  
			  satisfaction, sense of inclusion, and perceptions  
			  of equity.
		 ❑	 Use feedback to identify areas for improvement  
			  and tailor DEI initiatives.

10. Transparent Communication:
		 ❑	 Communicate openly about DEI efforts, progress,  
			  and challenges across the organization.
		 ❑	 Share success stories and highlight the benefits of  
			  diversity in achieving organizational goals.

11. Work-Life Balance:
		 ❑	 Encourage a healthy work-life balance and 	
			  address burnout among all employees.
		 ❑	 Offer flexible scheduling options to accommodate  
			  different needs and responsibilities.

12. Employee Assistance Programs:
		 ❑	 Provide resources and support for mental health  
			  and well-being to all employees.
		 ❑	 Ensure that these programs are easily accessible  
			  and destigmatized.

13. Career Pathing:
		 ❑	 Outline clear career paths and advancement  
			  opportunities within the organization.
		 ❑	 Offer mentoring and guidance to help employees  
			  navigate their career trajectories.

14. Recognition and Rewards:
		 ❑	 Recognize and celebrate the accomplishments of  
			  employees from all backgrounds.
		 ❑	 Ensure that rewards and recognition are equitable  
			  and transparent.

15.	Continuous Assessment  
		 and Improvement:
		 ❑	 Regularly review retention rates and exit  
			  interviews to identify any trends or patterns that  
			  require attention.
		 ❑	 Use the feedback gained to refine and enhance  
			  your DEI retention strategies.
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TRAINING & DEVELOPMENT

Creating a diverse, equitable, and inclusive (DEI) training and development program is crucial  
for fostering an inclusive workplace culture and supporting the growth of all employees.  
Here’s a checklist to guide you in implementing DEI principles in your training and  
development initiatives:

1. Needs Assessment:
		 ❑	 Conduct a thorough assessment of training needs,  
			  considering your employees’ diverse backgrounds  
			  and skill levels.
		 ❑	 Identify any skills, knowledge, or opportunities  
			  gaps that may disproportionately affect  
			  underrepresented groups.

2. Inclusive Content:
		 ❑	 Ensure that training materials and content  
			  reflect a diverse range of perspectives, cultures,  
			  and identities.
		 ❑	 Avoid gender-specific language and examples that  
			  reinforce stereotypes.
		 ❑	 Showcase diverse role models and success stories  
			  to inspire all employees.

3. Trainer Diversity and Training Teams:
		 ❑	 Include trainers and facilitators from various  
			  backgrounds to provide a range of viewpoints  
			  and experiences.
		 ❑	 Offer training sessions led by individuals who  
			  are knowledgeable about DEI topics.

4. Accessibility:
		 ❑	 Provide training materials in multiple formats  
			  (e.g., written, audio, visual) to accommodate  
			  different learning preferences and  
			  accessibility needs.
		 ❑	 Ensure that training venues are physically  
			  accessible to individuals with disabilities.

5. Inclusive Learning Environment:
		 ❑	 Set ground rules for respectful and open  
			  discussions that allow all participants to express  
			  their views without fear of judgment.
		 ❑	 Address potential microaggressions or biases that  
			  may arise during training sessions.

6. Interactive and Engaging Activities:
		 ❑	 Incorporate interactive exercises that encourage  
			  collaboration, sharing, and learning from  
			  one another.
		 ❑	 Use case studies that reflect diverse scenarios to  
			  spark discussions.

7. Unconscious Bias Training:
		 ❑	 Provide training on identifying and mitigating  
			  unconscious biases in the workplace.
		 ❑	 Offer strategies to challenge and change biased  
			  behaviors and decisions.

8. Cultural Competency Training:
		 ❑	 Teach employees about different cultures,  
			  traditions, and communication styles to foster  
			  cross-cultural understanding.
		 ❑	 Promote awareness of cultural differences and  
			  the importance of inclusive behavior.

9. Inclusive Leadership Development:
		 ❑	 Offer leadership development programs that  
			  emphasize inclusive leadership skills, such as  
			  active listening, empathy, and allyship.
		 ❑	 Train leaders to recognize and address inequities  
			  within their teams and support employees’  
			  professional growth.

10. Feedback and Evaluation:
		 ❑	 Collect feedback from participants to assess  
			  the effectiveness of the training and identify areas  
			  for improvement.
		 ❑	 Regularly evaluate the impact of DEI training  
			  on employees’ behaviors, attitudes, and  
			  workplace interactions.

11. Continuous Learning:
		 ❑	 Offer ongoing opportunities for employees to  
			  engage in DEI-related learning and discussions.
		 ❑	 Share resources, articles, and webinars that  
			  promote ongoing learning about DEI topics.

12. Accountability and Measurement
		 ❑	 Set clear goals for DEI-related learning and  
			  development initiatives.
		 ❑	 Monitor and measure progress toward these  
			  goals to ensure that training efforts are making a  
			  positive impact.
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PERFORMANCE MANAGEMENT
Integrating diversity, equity, and inclusion (DEI) principles into performance management is 
essential for promoting fairness, transparency, and employee growth. Here’s a checklist to help 
you align your performance management processes with DEI goals:

1. Clear Performance Criteria:
		 ❑	 Develop well-defined, objective performance  
			  criteria that are relevant to each role.
		 ❑	 Ensure that performance expectations are  
			  communicated clearly to all employees.

2. Mitigate Bias in Evaluation:
		 ❑	 Train managers to recognize and mitigate  
			  unconscious biases during performance 		
			  evaluations.
		 ❑	 Encourage using data-driven evidence to support  
			  performance assessments.

3. Regular Feedback:
		 ❑	 Promote ongoing feedback between employees  
			  and managers to facilitate growth and  
			  development.
		 ❑	 Encourage discussions about career aspirations,  
			  challenges, and skill-building opportunities.

4. Equal Access to Opportunities:
		 ❑	 Ensure that all employees have equitable  
			  access to challenging projects, promotions, and  
			  career development opportunities.
		 ❑	 Monitor for any patterns of bias in project  
			  assignments and promotions.

5. Inclusive Goal setting:
		 ❑	 Collaboratively set performance goals that  
			  consider each employee’s strengths, areas for 	
			  growth, and aspirations.
		 ❑	 Account for different work styles and preferences  
			  when establishing goals.

6. Accommodations and Support:
		 ❑	 Provide necessary accommodations to ensure  
			  that employees with disabilities can fully  
			  participate in performance  
			  management processes.
		 ❑	 Offer support for employees facing personal  
			  challenges that may affect their performance.

7. Skill Enhancement and Training:
		 ❑	 Develop a training and development plan that  
			  aligns with each employee’s goals and  
			  growth areas.
		 ❑	 Address skill gaps that may have resulted from  
			  historical inequalities.

8. Inclusive Recognition and Rewards:
		 ❑	 Implement recognition and rewards programs  
			  that are fair, transparent, and considerate of  
			  diverse contributions.
		 ❑	 Recognize achievements that go beyond typical  
			  job responsibilities.

9. Assessing Inclusive Leadership:
		 ❑	 Evaluate managers on their ability to foster an  
			  inclusive and diverse team environment.
		 ❑	 Incorporate feedback from team members in  
			  leadership evaluations.

10. Employee Self-Assessment:
		 ❑	 Encourage employees to assess their own  
			  performance and provide insights into their  
			  contributions and goals.
		 ❑	 Use self-assessment as a basis for constructive  
			  discussions during performance reviews.

11. Data-Driven Insights:
		 ❑	 Collect and analyze performance data to  
			  identify potential disparities in ratings, 	  
			  promotions, or development opportunities.
		 ❑	 Use this data to inform DEI-focused interventions.

12. Cultural Competence Training:
		 ❑	 Offer training on cultural competence to enhance  
			  managers’ understanding of diverse backgrounds  
			  and perspectives.
		 ❑	 Equip them with the skills to navigate  
			  cross-cultural interactions effectively.

13. Addressing Underperformance:
		 ❑	 Address underperformance with fairness and  
			  consistency across all employees.
		 ❑	 Offer supportive resources to help struggling  
			  employees improve their performance.

14. Inclusive Performance Reviews:
		 ❑	 Conduct performance reviews in an environment  
			  that encourages open and respectful dialogue.
		 ❑	 Address concerns and disagreements in a  
			  constructive manner.

15. Review and Adaptation:
		 ❑	 Regularly assess the effectiveness of your  
			  DEI-focused performance management initiatives.
		 ❑	 Adapt your processes based on feedback and  
			  lessons learned.
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BUSINESS DEVELOPMENT
Infusing diversity, equity, and inclusion (DEI) into your business strategy is a holistic approach 
that can lead to long-term success, innovation, and positive social impact. Here’s a checklist to 
help guide you in incorporating DEI principles into your overall business strategy:

1. Leadership Commitment:
		 ❑	 Obtain commitment from top leadership to  
			  integrate DEI as a core element of your  
			  business strategy.
		 ❑	 Ensure that leaders champion and model  
			  inclusive behaviors.

2. Define DEI Goals:
		 ❑	 Clearly articulate DEI goals and objectives that  
			  align with your business strategy.
		 ❑	 Set measurable targets that encompass all  
			  aspects of your organization.

3. Inclusive Vision and Mission:
		 ❑	 Review and revise your company’s vision and mission  
			  statements to reflect your commitment to DEI.
		 ❑	 Communicate these values both internally  
			  and externally.

4. Diverse Talent Acquisition:
		 ❑	 Embed DEI into your recruitment processes to  
			  attract a diverse workforce.
		 ❑	 Implement strategies for sourcing, hiring,  
			  and retaining employees from  
			  underrepresented backgrounds.

5. Product and Service Innovation:
		 ❑	 Consider the needs of diverse customer groups when  
			  developing and improving products and services.
		 ❑	 Seek diverse perspectives to ensure solutions  
			  cater to a broader audience.

6 Market Segmentation:
		 ❑	 Segment your target market based on different  
			  cultural, demographic, and socioeconomic factors.
		 ❑	 Tailor your marketing strategies to resonate with  
			  diverse audiences.

7. Inclusive Marketing and 	  
	 Communication:
		 ❑	 Ensure that your marketing materials and  
			  communication campaigns represent diverse  
			  perspectives and avoid stereotypes.
		 ❑	 Emphasize your commitment to DEI in your  
			  marketing messages.

8. Supplier Diversity:
		 ❑	 Establish a supplier diversity program that promotes  
			   purchasing goods and services from diverse suppliers.
		 ❑	 Align procurement practices with your DEI goals.

9. Employee Resource Groups (ERGs):
		 ❑	 Encourage and support the formation of ERGs  
			  to provide a sense of community and advocacy 	
			  for underrepresented employees.
		 ❑	 Recognize the impact of ERGs in shaping  
			  company culture.

10. Inclusive Leadership Development:
		 ❑	 Develop leadership programs that emphasize DEI  
			  skills and inclusive leadership behaviors.
		 ❑	 Identify and train leaders who are champions of  
			  diversity and equity.

11. Transparent Reporting:
		 ❑	 Regularly report progress on DEI goals and 	 
			  initiatives to stakeholders.
		 ❑	 Share both successes and areas where  
			  improvement is needed.

12. Continuous Education:
		 ❑	 Provide ongoing DEI training for employees at  
			  all levels.
		 ❑	 Keep the organization informed about the  
			  importance of DEI in business strategy.

13. Collaboration and Partnerships:
		 ❑	 Collaborate with external organizations and  
			  partners that align with your DEI values.
		 ❑	 Seek opportunities to learn from other’s  
			  experiences and share best practices.

14. Feedback and Listening Mechanisms:
		 ❑	 Establish channels for employees, customers, and  
			  stakeholders to provide feedback on DEI efforts.
		 ❑	 Act on feedback to demonstrate your  
			  commitment to improvement.

15. Crisis and Risk Management:
		 ❑	 Develop plans for handling situations that  
			  could impact your organization’s reputation 	
			  regarding DEI matters.
		 ❑	 Be prepared to address potential controversies in  
			  alignment with your values.

16. Social Responsibility:
		 ❑	 Align your DEI strategy with broader social  
			  responsibility initiatives that align with your  
			  organization’s values.


