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Inclusive Hiring

Inclusive hiring is a recruitment and selection approach that goes beyond
traditional hiring practices to ensure fairness, equity, and accessibility for all
candidates, including those from underrepresented and equity-deserving
groups. Unlike traditional hiring, which often relies on familiar networks,
subjective “fit,” and unexamined criteria that can reinforce systemic
barriers, inclusive hiring actively mitigates bias, removes unnecessary
barriers, and creates equitable opportunities for diverse talent.

Traditional vs. Inclusive Hiring

Traditional Hiring

Limits talent pools by relying on
existing networks and standard
qualifications that may not
account for transferable skills
or lived experience.

Favours homogeneity, leading
to groupthink and limiting
creative problem-solving.

May unintentionally allow for
unconscious bias, such as
favoring candidates with
similar backgrounds or
experiences to current
employees.

Inclusive Hiring

Broadens the search to recognize
diverse perspectives, skills, and
potential that may be overlooked
in standard processes

Fosters diverse teams, which
research consistently links to
greater innovation, adaptability,
and more effective decision-
making.

Incorporates structured, objective
evaluations, blind resume
reviews, diverse hiring panels,
and standardized assessments to
ensure equitable evaluation.



Best Practices

Sourcing and Recruitment

e Use Inclusive Language — Avoid gendered, ableist, or exclusionary
language in job descriptions. Instead of "must have 10+ years of
experience,” consider ‘relevant experience in similar roles.’

e Highlight Commitment to DEI — Explicitly state the organization’s DEI
values and commitment to equity-deserving groups.

e Diversify Recruitment Channels — Post job openings on platforms that
reach underrepresented groups, such as Indigenous job boards,
2SLGBTQIA+ networks, disability-focused career sites, and community
organizations.

Application Review

e Reduce Unnecessary Barriers — Remove arbitrary degree
requirements unless essential. Recognize alternative credentials and
lived experience.

e Implement Anonymous Recruitment Practices: Remove identifying
information such as names, gender, and ethnicity from resumes and
applications to mitigate unconscious bias.

e Develop Structured Screening Criteria — Use a rubric to objectively
assess applicants based on skills, competencies, and potential rather
than “gut feeling” or personal familiarity.

Interview Process

e Use Structured & Consistent Interviews — Ask all candidates the same
set of pre-determined questions to ensure fairness and
comparability.

e Incorporate Diverse Interview Panels — Establish hiring panels
comprised of individuals from different backgrounds, experiences,
and perspectives.

e Accommodate Candidates’ Needs — Offer accessibility
accommodations such as flexible interview formats, extra time for
neurodivergent candidates, or alternative assessment methods. 4




Candidate Assessment

Tips for Interviewers

e Use a structured assessment (example below) to evaluate
candidates based on skills, competencies, and potential rather than

subjective impressions.

e Ensure all ratings are based on the provided criteria, not personal

familiarity or biases.

e Document evidence-based observations to support each score.
e Be mindful of different communication styles, lived experiences, and

accessibility needs during the evaluation.

SAMPLE TEMPLATE

Competencies & Skills

-Relevant work experience
-Transferable skills

-Problem solving and adaptability
-Communication (verbal and
written)

-Collaboration & Teamwork
-Technical/industry specific skills

Growth Potential

-Willingness to learn
-Openness to feedback and
development

-Ability to take initiative and
innovate

-Leadership and advancement
potential

Values Alignment

-Understanding of
organizational missions and
goals

-Respect for workplace culture
and team dynamics
-Commitment to ethical
decision-making and integrity

DEI & Cultural

Awareness

-Awareness of equity and bias
-Experience with working on
diverse teams

-Inclusive mindset and cultural
competency

-Ability to adapt to different
communication styles



Inclusive Language

Inclusive language is free from words, phrases or tones that reflect
prejudiced, stereotyped or discriminatory views of particular people or
groups. It is language that does not deliberately or inadvertently exclude
people from feeling accepted. Inclusive language also plays a critical role
in how we communicate with external audiences, particularly in hiring.

Inclusive Language

e Mitigates biases and discriminatory behaviours in an individual's
choice of words and phrases

e Creates an environment where everyone feels respected and
accepted

e Promotes engagement and productivity

e In recruitment, inclusive language helps candidates from different
backgrounds see themselves reflected and welcomed in your
organization

Language is Always Evolving

Generation by generation, pronunciations change, new words are
borrowed, reclaimed, or invented, and the meaning of words alter
according to applied nuance and new perspectives.

We recommend assessing all language guides and definition lists across
the organization on a regular basis, to ensure all staff are informed about
how to be as inclusive as possible.

Why do Inclusive Job Postings Matter?
e Inclusive job postings attract diverse candidates and eliminate
unintentional barriers.
e Biased or exclusionary language can deter qualified applicants,
especially from equity-deserving groups.
e Transpdrent, accessible postings build trust and increase
applications.




Inclusive Language

Common Pitfalls in Job Postings

e Gendered language: Words like ‘rockstar,” "ninja,” or "‘aggressive” may
skew masculine. Use neutral terms like “collaborative,” "proactive,” or
"detail-oriented.”

e Jargon and idioms: Avoid phrases like "hit the ground running” or
‘wear many hats'—these may confuse or alienate non-native English
speakers.

e Ableist language: Terms like "fast-paced” or "must have strong
communication skills” may be exclusionary. Instead, focus on
outcomes (e.g., "effectively shares project updates”).

e Unnecessary credential inflation: Avoid overemphasizing education or
years of experience when not essential to job performance.

Strategies for Inclusive Job Postings

e Use gender-neutral pronouns: Default to "they" instead of "he/she.’

e Highlight organizational values: Briefly share your company’s
commitment to DEI and inclusive workplace culture.

e Include accessibility and accommodation language: Example: "We
are committed to providing an inclusive and accessible candidate
experience. If you require accommodations, please let us know."

e Be transparent about compensation: Disclose salary range to build
trust and reduce bias in negotiation.

e Use plain language: Make your job posting accessible for people of all
literacy levels.

Sample Inclusive Phrases

"We value lived experience and recognize that skills and potential come
from many paths.”
“If you don't meet every requirement, we still encourage you to apply.”
"We strive to create a workplace that reflects the diversity of the
communities we serve.”




Inclusive Language

Gender-Neutral Language
The use of gender-neutral language is an impactful way to promote gender
equality, and to eliminate gender biases in the workplace.

Heteronormativity
The assumption that all romantic relationships are between a man and a
woman. In other words, the assumption that all individuals are heterosexual.

Examples:
Gendered Term Revised Term
Businessman Business People
Chairman Chairperson
Steward/Stewardess Flight Attendant
Maternity Leave Parental Leave
Mother Birth Parent
Feminine Products Menstrual Products




Community-Based Outreach

The purpose of community-based outreach is to expand your company’s
outreach and recruitment efforts by connecting with a broader, more
diverse talent pool. Traditional job boards and referral networks often
overlook underrepresented communities. By building relationships with
community organizations and networks, your company can attract a
wider range of applicants while strengthening its reputation as an
equitable and inclusive employer.

Identify Community Partners:

e BIPOC-focused tech training programs (e.g., Black Boys Code,
Indigenous Friends Association)

e 2SLGBTQIA+ professional networks (e.g.,, Out in Tech)

e Immigrant and newcomer employment agencies (e.g.,, ACCES
Employment, TRIEC)

e Disability employment organizations (e.g., Neil Squire Society,
Canadian Council on Rehabilitation and Work)

e Women in tech groups (e.g, Women Who Code, TechGirls Canada)

Build Long-Term Relationships:
e Offer to participate in or sponsor community job fairs, panels, or
workshops
e Attend networking events hosted by equity-focused groups
e Provide mentorship, training, or internship opportunities for
community members

Share Opportunities Effectively
e Provide job postings in accessible formats
e Include your organization’s DEIl commitment in all outreach materials
e Allow partners to refer or nominate candidates with confidence that
your processes dre inclusive




Community-Based Outreach

Remove Barriers in the Outreach Process
e Eliminate "employee referral only” practices that reinforce homogeneity
e Don't require Canadian work experience when not necessary
e Offer clear application instructions and contact information for
questions

Tracking and Accountability
e Set specific goals for community outreach (e.g., "Share all open roles
with 5 local community organizations”)
e Track diversity of applicant pools by outreach source
e Create feedback loops with community partners to improve outreach
practices

Sample Outreach Email to Community Partner:

Dear [Community Partner Name)],

My name is [Your Name], and I'm reaching out from [Company Name] as
part of our ongoing efforts to build a more diverse and inclusive team.
We're currently hiring for [Role], and | wanted to share this opportunity
with your network.

We believe in equitable access to opportunities and would love to
collaborate with your organization to ensure your community members
feel welcome to apply. I've attached the job posting and included a short
summary below.

Please feel free to reach out if you have any questions or would like to
discuss how we can build a stronger relationship.

10




Onboarding for Belonging

DEl in Onboarding
To intentionally integrate DEI into the onboarding process, here are a few
considerations:
e Communicate your organization’s commitment to DEI, and emphasize
everyone’s responsibility to upholding these values
e Incorporate DEI training into the onboarding curriculum to ensure all
employees have the same foundation of DEI knowledge
e Collect feedback to understand ways that new hires would like to see
the onboarding process improve, to better align with DEI goals and
objectives

Onboarding Buddy Program

Purpose:
Provides new hires with guidance, encouragement, and peer connection during their first 3 months

Orientation (Weeks 1-2) w(w)-
Pre-Start Office tour, introductions Social integration, events,
Welcome email, early "Compony, 101, buddy ’ pngoing check-ins, career
engagement before Day 1 lunch. tool tipé development

conversations

Buddy Selection Criteria:
Experienced, strong performer, same department/peer group, familiar with role, patient, positive, strong
communicator

Program Overview

The Buddy Program is an integral part of our onboarding experience and
runs for the first three months of a new hire’s journey. It begins prior to
Day 1 and is designed to provide new team members with ongoing
guidance, encouragement, and a peer connection as they integrate into

the organization.
11




Onboarding Buddy Program

The Buddy'’s role is structured across three distinct phases:
1.Pre-Start — Early engagement and welcome before the first day
2.0rientation — Hands-on support during the first two weeks
3.Momentum — Continued connection and learning during months 1-3

Expectations for each phase are clearly defined below:

Buddy Selection Criteria
Ideal buddies demonstrate the following qualities:
e Experienced employee with strong performance in their current role
Located in the same office as the new hire
Familiar with the new hire’s job function
Willing and enthusiastic about supporting a new team member
Belongs to the same or similar peer group (level/role)
Strong communication, patience, and interpersonal skills

Buddy Volunteer Process

To select a Buddy:
1.Share internal news of upcoming new hires
2.Invite volunteers who meet the selection criteria
3.Randomly select from the volunteer pool if multiple qualify

Tips for Being an Effective Buddy
e Focus onthem — It's about the new hire’s experience, not
demonstrating your expertise
e Be patient — Relationships and learning take time; don't rush it
e Be positive — Enthusiasm and encouragement go a long way
e Be flexible — Adapt your approach to match their communication
style and comfort level

12




Onboarding Buddy Program

Buddy Responsibilities by Onboarding Phase

1. Pre-Start Phase
Send a welcome email to introduce yourself and set a warm, supportive tone

Sample Email:

Hi [New Hire's Name],

Welcome to [Company Name]! 'm [Your Name], a [Your Title], and I'll be
your onboarding buddy over the next few months. I've been with the
company for [X years], and I'm here to help make your transition as
smooth as possible.

Here’'s what to expect:
e I'll help you get set up on Day 1
e Wel'll grab lunch or coffee during your first week
e I'll be available as a resource throughout your first 90 days

Feel free to reach out with any questions before your first day—what to
wear, where to go, or anything you’re curious about. Looking forward to

meeting you!

All the best,
[Your Name]

13




Onboarding Buddy Program

Orientation Phase (Weeks 1-2)
e Provide a guided office tour and introductions to team members

e Host a “Company 101” session to share your experience and answer
questions

e Schedule a buddy-exclusive lunch to build rapport

e Offer tips on communication tools and internal systems

Momentum Phase (Months 1-3)

e Support social integration:
o Coordinate casual coffee or lunch chats with 5 team members

o Attend a company event or extracurricular activity together
o Share “what | wish | knew” insights
e Check in on work-life balance and comfort with tools:
o How is the schedule working for you?
o Are the systems and tools making sense?
o How are you balancing work and life so far?
e Guide professional development conversations:
o What skills or knowledge are you hoping to build?
o How will you define success at 3, 6, and 12 months?
o What support do you need to get there?

14




30—60-90 Day Onboarding Plan

0-30 Days: Orientation & Foundation
Goals:
e Learn essential tools and systems
Understand COMPANY'’s services and mission
Begin building relationships with team members
Complete initial training and a small project
Gain familiarity with the company’s culture and values

Activities:

Welcome and office tour

Set up technology (email, phone, software access)

Introductions to co-workers and buddy

Review role, responsibilities, and performance

expectations

Share employee perks and benefits

o Orientation to COMPANY values, mission, and culture

o Overview of administrative procedures (e.g.,
timesheets, expenses)

o Welcome lunch with team or buddy

O O O O

o

Meet key departments and stakeholders

Begin job shadowing

Review communication norms and team expectations
Begin introductory tasks/projects

O O O O

o Set and review short-term goals

o Confirm understanding of departmental procedures
and workflow

o Weekly check-ins with manager to monitor progress

o Provide feedback opportunity for new hire

o Assign and complete a small project

15




30—60-90 Day Onboarding Plan

31-60 Days: Integration & Contribution
Goals:

e Build confidence in executing job responsibilities
Deepen knowledge of internal processes and policies
Expand collaboration across teams
e Begin contributing to more complex projects
Continue goal-based development
Activities:

o Take on a larger or cross-functional project

o Attend a formal 60-day check-in with manager (performance
and goal review)

o Confirm understanding of department-specific tools and
workflows

o Ongoing check-in with buddy for support and guidance

o Begin contributing to recurring team processes

o Set performance goals for next 30 days

61-90 Days: Independence & Ownership
Goals:
e Demonstrate ownership of responsibilities
e Contribute independently to team objectives
e Deepen cross-functional collaboration
e Begin long-term development planning
e Establish a strong sense of belonging
Activities:

o Work independently on a key project

o Monthly check-in with manager (performance feedback, career
development planning)

o Reflect on onboarding experience and provide feedback

o Take on increased responsibility or a leadership opportunity (if
applicable)

: 16
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Onboarding Checklist

Goal:

To create a consistent, low-lift onboarding experience that sets new hires
up for success while reducing administrative burden on the
HR/administrative team. Use this checklist to ensure all onboarding steps
are completed for each new hire.

Pre-Start:

- Offer letter sent and accepted

- Offer letter signed

- Background check (if applicable)

- Licensure or certification verified

- Direct deposit information received
- Emergency contact form collected

Day 1Preparation:

- Email and system access set up

- Workspace or tools ready (if applicable)
- Day 1 schedule shared with employee

First Week:

- Welcome tour

- Introduction to team

- Policies and procedures orientation
- Buddy/peer support assigned

- Software training (if applicable)

Within First 30 Days:

- 30-day check-in meeting

- Confirm training completion

- Identify initial questions or issues

17




Onboarding Checklist

For New Hire:
e Copy of government-issued ID
Direct deposit information
Signed policies and confidentiality agreement
Completed emergency contact form
Copy of certifications (if relevant)

Required Policy Acknowledgments:

Health & safety

Code of conduct

Equity and inclusion

Timekeeping and payroll (especially for contract staff)
Complaint resolution process

Buddy/Peer Support Program:
e Pair each new hire with a Buddy for the first 3 months to answer
questions and support informal learning.

30/60/90 Day Check-In Templates:

e Structured feedback form to guide conversations around comfort
level, learning progress, and any roadblocks.

18




Reimagining Performance Reviews

Performance reviews shape careers, but they can also reinforce inequality if
we're not intentional. This resource is designed to help HR professionals and
people leaders embed equity into performance and promotion systems by
interrupting bias, increasing transparency, and recognizing invisible labour.

Why it Matters
Bias doesn’t end after hiring—it shows up in how we assess potential, recognize
effort, and reward growth.

Research shows that women, racialized employees, and other underrepresented
groups are more likely to be:

P Underrated on subjective performance metrics
P Passed over for stretch assignments

P Penalized for advocating for themselves

P Overburdened with “non-promotable” tasks

By building inclusive, structured, and transparent performance processes, we
ensure every employee has a fair opportunity to grow and succeed.

19




Reimagining Performance Reviews

1. Use ‘Fairness Reminders’ Right Before Reviews ( @)

Whatitis:
A short, evidence-based prompt or checklist delivered before performance or
promotion discussions.

Why it works:
Research shows that simple reminders about fairness, bias, and inclusion just before
evaluations improve outcomes for underrepresented groups.

Fairness Reminder Script Example:

“As we assess performance, let’'s stay aware of unconscious bias. Let’'s focus on
evidence-based behaviours, avoid assumptions about ‘potential,’ and ensure we're
not over-valuing confidence over competence. Let's also reflect on the distribution of
opportunities that led to outcomes.”

Tip: Integrate reminders into your performance review system (e.g., HRIS alerts,
meeting templates, or manager emails).

2. Shift to ‘Opt-Out’ Promotion Pathways ®QO®

Whatiitis:
Instead of requiring employees to “apply” or self-nominate for promotions, qualified
employees are automatically considered for promotions unless they opt out.

Why it works:

Research shows that underrepresented employees (especially women and BIPOC
staff) hesitate to self-promote due to internalized bias, workplace culture, or fear of
backlash.

How to Implement:
e Predefine promotion criteria and eligibility.
o Automatically identify those who meet the criteria.
» Notify employees that they're being considered and can opt out if desired.
e Provide managers with a script to offer support and encouragement. 20




Key Practices and Tools

3. Decouple Employee Self-Evaluations from Manager Assessments

ot

Whatitis:
Delay access to employee self-evaluations until after direct managers have
completed their initial assessments.

Why it works:

Research shows that managers’ ratings can be unconsciously influenced by how
employees assess themselves—often to the disadvantage of women and
marginalized employees who tend to under-rate themselves.

Steps:
e Configure performance platforms to reveal self-evaluations after manager
submissions.
e Train managers to compare their assessments with the self-evaluation only
afterward as a reflection tool, not a starting point.

4. Track and Rotate Non-Promotable Work l ‘w

Whatitis:
Keep a running list of “office housework” (e.g., meeting notes, birthday planning, DEI
committee work, team morale efforts, etc.) and rotate it fairly across team members.

Why it's essential:
This work is disproportionately taken on by women and employees from
underrepresented groups, and rarely rewarded in performance reviews.

Task Tracker Template (create a shared log with):
e Task name
e Assigned person
e Time required
e Visibility/impact
 Notes on recognition (if any)

21




Key Practices and Tools

5. Encourage Sponsorship and Self-Advocacy Ué%

Whatitis:
Empower managers to recognize high-potential talent and actively support their
growth, especially those less likely to self-nominate.

Ideas to try:
e During talent calibration sessions, ask: “Whose contributions might we be
overlooking?”
e Normalize language like: “I'd like to recommend _ _ _ for the promotion track” or
“Have you considered nominating yourself?”
o Offer coaching sessions before performance reviews to help employees reflect
and prepadre confidently.

Conversation Starters for People Leaders

Consider these prompts to guide inclusive review discussions:
‘ “What specific accomplishments or behaviours stood out to you?”

“Have we been consistent in how we define ‘leadership’ or ‘ownership’ across the
team?”

“What opportunities did each team member have access to this year?”

“Are we evaluating based on performance or proximity (e.g. visibility, likability,
shared identity)?” -




Performance Review Process

Review Frequency
e Permanent Staff: Formal reviews at 3 months, 6 months, and annually.
e Contractors: Reviews conducted after the first contract cycle or every 6-12
months.

Template Structure

e Part A: Self-Assessment (completed by employee)
o What accomplishments are you most proud of in the last 6 months?
o What challenges have you faced?
o What support do you need to improve?

e Part B: Manager Evaluation (completed by supervisor)
o Evaluation of performance against KPIs
o Strengths and areas for development
o Overall Rating

e Part C: Development Plan (jointly completed)
o 2-3 key goals for the next review period
o Planned training or supports
o Agreed-upon check-in date(s)

Review Conversation Guide
e What are you most proud of?
e Where did you feel challenged?
e What support would help you perform better?
e What are your professional goals for the next 6 months?

Additional Recommendations
e Store completed reviews in a secure digital folder.
e Use a shared review calendar to trigger reminders for mid-year and annual
reviews.
e Provide 15-30 minutes of training to managers on delivering feedback
compassionately, consistently, and in a timely manner.

23




Annual Performance Review Timeline

Goal Setting and Individual Action Plans (IAPs)
Development
®) Managers review position-specific objectives and
finalize IAPs with each employee. Updates must be
submitted to HR.

. - —— Mid-Year Check-In
Informal performance conversations to assess
progress toward goals (no ratings assigned).

\
\ Self-Assessment
) Employees complete the self-assessment section of a

Performance Review Form.
\
\

Manager Review
Managers complete their assessment, including
objective-based ratings and specific examples. No
overall rating is shared at this stage.
/
!
|
5 TN Talent Review & Calibration

- Managers present summaries to the Talent Review
Panel. The CEO/Owner approves final ratings.

Final Review & Feedback Meeting
Managers meet with employees to discuss the review,

share feedback, finalize development plans, and
communicate the final rating.

Compensation & Incentives
Merit and bonus decisions take effect retroactively to
[INSERT DATE].
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Additional Resources

Articles

 Inclusive Hiring Toolkit - University of Washington

e How to Make your Hiring Process Inclusive - Daine Taylor

e Why Inclusive Hiring Practices Are Still Important, And How To Implement
Them - Neil Hare

e A Guide to Inclusive Recruitment for Employers - CIPD

e How to Run Structured Interviews - The Behavioural Insights Team

o Cross-Cultural Interviewing_in the Hiring Process: Challenges and Strategies

o Why Big Business Is Falling Out of Love with the Annual Performance Review -
Washington Post

o 3 Approaches to Performance Management: Google, Betterment and IBM -
PerformYard

e How Gender Bias Corrupts Performance Reviews, and What to Do About It -
Harvard Business Review

» Why Most Performance Evaluations Are Biased, and How to Fix Them -
Harvard Business Review

e How One Company Worked to Root Out Bias from Performance Reviews -
Harvard Business Review

e Behavioral Science in Business: Nudging, Debiasing, and Managing_ the
Irrational Mind - McKinsey & Company

Videos

e Inclusive Hiring Practices your Organization Should Implement - AIHR
e CreatingInclusive Recruitment Strategies - Martin Mason
e Finding, Attracting, Hiring, and Retaining Diverse Talent - Talentful

Reading List
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https://hr.uw.edu/diversity/hiring/
https://www.inclusionhub.com/articles/how-to-make-your-hiring-process-inclusive
https://www.inclusionhub.com/articles/how-to-make-your-hiring-process-inclusive
https://www.forbes.com/sites/allbusiness/2023/09/06/why-inclusive-hiring-practices-are-still-important-and-how-to-implement-them/
https://www.forbes.com/sites/allbusiness/2023/09/06/why-inclusive-hiring-practices-are-still-important-and-how-to-implement-them/
https://www.cipd.org/globalassets/media/knowledge/knowledge-hub/guides/2023-pdfs/inclusive-recruitment-employers-guide_tcm18-112787.pdf
https://www.bi.team/wp-content/uploads/2021/07/BIT_How_to_improve_gender_equality_guide_RSI.pdf
http://hireiehps.com/wp-content/uploads/2016/01/Lim_et_al-2006-The_Career_Development_Quarterly.pdf
https://www.washingtonpost.com/news/on-leadership/wp/2015/08/17/why-big-business-is-falling-out-of-love-with-annual-performance-reviews/
https://www.performyard.com/articles/3-unique-approaches-to-performance-management-google-betterment-and-ibm
https://hbr.org/2017/04/how-gender-bias-corrupts-performance-reviews-and-what-to-do-about-it
https://hbr.org/2019/01/why-most-performance-evaluations-are-biased-and-how-to-fix-them
https://hbr.org/2021/04/how-one-company-worked-to-root-out-bias-from-performance-reviews
https://www.mckinsey.com/capabilities/people-and-organizational-performance/our-insights/behavioral-science-in-business-nudging-debiasing-and-managing-the-irrational-mind
https://www.mckinsey.com/capabilities/people-and-organizational-performance/our-insights/behavioral-science-in-business-nudging-debiasing-and-managing-the-irrational-mind
https://youtu.be/ek9rV2s64Ak?si=6rrLcJNv2kxNlNib
https://youtu.be/mO-5uyxplVw?si=xlxK25HchKbSCQHV
https://youtu.be/SqDvbOG4vvE?si=NwaW6oNwzHiWZo7h
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