Diversity and Inclusion Hiring Process Checklist

Implementing a diversity and inclusion hiring process checklist ensures equitable recruitment practices that attract a wide range of talented
candidates. This checklist helps hiring teams mmnimize biases and promotes a culture of belonging. Regularly updating and following these guidelines
fosters a more inclusive and productive workplace.

ChecKklist

1. Job Description & Requirements
o Ensure language is inclusive and free from bias.
o List only essential skills and experience to avoid discouraging diverse applicants.
o Highlight commitment to diversity, equity, and inclusion in your organization.
2. Outreach & Sourcing
o Advertise jobs across diverse platforms and networks.
o Partner with organizations focused on underrepresented groups.
o Encourage employee referrals from diverse backgrounds.
3. Screening & Shortlisting
o Use standardized evaluation criteria.
o mplement blind resume review where possible.
o Train recruiters to identify and mitigate unconscious bias.
4. Interviewing
o Use diverse interview panels.
o Ask consistent, structured questions.
o Provide interviewers with bias and sensitivity traming.
5. Selection
o Base decisions on skills, qualifications, and alignment with values.
o Document reasons for hiring decisions to ensure transparency.
6. Onboarding & Review
o Ensure the onboarding process is accessible and inclusive.
o Gather feedback fromnew hires on their experience.
o Regularly review and update hiring practices for effectiveness and inclusivity.
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