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Introduction

We believe that everybody has the potential to secure and
retain meaningful employment; that everybody should feel
valued in the workplace and that everybody should have
the opportunity to change their life by finding the right job.
This

can

be

achieved

through

inclusive

recruitment

processes, understanding barriers and creating a safe and
supportive environment.
This

toolkit

aims

to

provide

local

organisations

and

employers practical tips, tools and resources to understand
those benefits and we hope it will be a valuable reference
point during your journey to a more inclusive workplace.
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Benefits of a Diverse Workforce
There are many reasons for creating a diverse workplace.

Having a workplace that is made

up of people from a variety of backgrounds, including people who are from groups with protected
characteristics (as defined by the Equality Act 2010), can strengthen teams and bring new
perspectives to an organisation.
A diverse workforce can change how we think of and work
with

others

while

providing

equal

opportunity

in

recruitment and progression. All employees should feel
welcomed and valued for their individual qualities and
abilities.
For diversity to be successful it needs to be supported,
celebrated and valued throughout the whole organisation
and should not just be about policies, headcounts and
checklists.
Creating an inclusive workplace can feel overwhelming
and might be left on the ‘too difficult pile’. The changes to
an organisation’s culture will not happen overnight, but
creating an inclusive workplace is good for people and
organisations.

The benefits of a diverse workforce include:
The addition of new skills and experiences to a team which can lead to improvement in an
organisation’s performance and a culture of learning from each other.
The promotion of new opportunities, new networks and new links.
The generation of new and innovative ideas with different perspectives leading to creative
solutions and outcomes.
The development of new, ‘hard to reach’ networks through involving people with

different

social, geographical and cultural backgrounds
Becoming more relatable to potential employees, clients and customers by employing a diverse
staff team.
Embracing diversity when advertising roles may attract a wider range of applicants which could
increase the chance of finding the most suitable candidate and ultimately increase the talent
pool.
When employees are comfortable in an inclusive environment it can create high morale, this
can create productive and healthy employees, which ultimately leads to high employee
retention.
Our society is changing and so is the workplace. People with,
and without, protected characteristics have an expectation that they
will be treated fairly and with dignity and respect - differently to the
way they may have been treated historically. By embracing
inclusivity, everybody benefits.
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Benefit of
Inclusion to
the Wider
Economy and
Community
“A diverse and inclusive
workforce regardless of
size and industry
generates tangible
benefits, such as
increased efficiency,
productivity,
innovation, creativity
and improved employee
engagement.”

Research shows that inclusive organisations can benefit from
economic

growth

and

that

discrimination

can

impact

development of long-term economic prospects.
Many organisations unintentionally create barriers that can
prevent people from succeeding. Some barriers are subtle,
such as assuming certain accents define intelligence while
others are more obvious, such as in work poverty when a
working household’s total net income is insufficient to meet
their needs.
Improving inclusion can be a source of economic strength
and better living standards. An inclusive society avoids costs
incurred when people are excluded.
Organisations can benefit in a number of ways.
Improved employment outcomes: Greater social inclusion

means people are less likely to experience discrimination,
increasing their capacity to seek and sustain employment
and contribute to the economy.
Improved mental and physical health: Social inclusion can

reduce isolation and increase community involvement; this
can improve overall health including issues such as anxiety.
Reduced cost of social services: Social inclusion can ease

pressure on the public health system therefore reducing the
need for income and housing support payments.

Inclusive growth: The benefits of economic growth can be shared evenly across communities
when there is an uplift in wages and in workforce participation in disadvantaged areas.
“A diverse and inclusive workforce regardless of size and industry generates tangible benefits,
such as increased efficiency, productivity, innovation, creativity and improved employee
engagement.”
Socially included people are less likely to face discrimination or perceive that they are
discriminated against, which gives them the motivation to seek and sustain employment.
By improving economic and social inclusion there is the potential to improve a range of health and
social issues including:

Improved educational achievement and opportunities for young people.
Improved physical environment and housing.
Reduced crime and fear of crime.
Improved employment prospects and less impact on social care
Increased physical and mental ability to participate in society

[1] Centre for Ethical Leadership 2013, Building a Business Case for Gender Diversity https://sagepilot.uq.edu.au/files/127/building_a_business_case_for_gender_diversity_%28april_2013%29.pdf
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Being a Socially Responsible Employer
What is social responsibility?
Social responsibility, or Corporate Social Responsibility (CSR), can
be described as the moral obligation of an organisation to make
decisions or take actions that are ethical and are in favour to or
useful to society. Organisations have a responsibility to consider
their social, economic, and environmental impact.
What are the Benefits?

Equality, diversity, inclusion, and social responsibility are about
reaching out to communities and bringing solutions to challenges.
Social responsibility can be the driver for employee engagement,
many employees want more than a reasonable salary; they may also
be looking for opportunities to get engaged in causes they believe
in. Providing opportunities to participate in initiatives can help
employees

build

and

strengthen

relationships

across

an

organisation and within their local community.
How can this be implemented?

Social responsibility can be implemented in an organisation by:
Increasing awareness and advocacy for people with protected
characteristics
Enabling diversity and inclusion throughout an organisation
Creating economic opportunities for all

Examples of Social Responsibility

Social responsibility comes in many forms. Even the smallest organisations can impact
social change by making a simple donation to a local food bank. The United Nations
Sustainable Development Goals website

has many resources to help employers and

employees to understand and implement social responsibility goals.
Improving employment policies

Volunteering in the community

Participating in Fairtrade

Supporting local communities to

Charitable giving

achieve their goals and objectives

Socially and environmentally conscious

Supporting local communities to

investments

enhance their participation and growth

Corporate policies that benefit the

in society and the economy

environment

Reducing carbon footprints
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Inclusive Recruitment for Employers
What is Inclusive Recruitment?
Inclusive recruitment is the creation of processes that attract
and welcome diverse talent by understanding their different
backgrounds, experiences, and the barriers they may face. By
developing fair and welcoming recruitment practices an
organisation is more likely to attract and retain a diverse and
inclusive workforce.
Why bother with an inclusive recruitment strategy?

At each stage of a prospective employee’s journey barriers
can be created caused by organisational practices. An
example of this would be the inclusion of images in marketing
materials showing only young white men. This could be a
barrier

to

older

people,

people

from

diverse

ethnic

backgrounds or people from any of the other protected
categories applying for roles.
Review current Equality, Diversity and Inclusion practices

Through reviewing past recruitment drives an organisation
can see who was more likely to apply for a position, who was
interviewed and who was appointed.
This will help to establish a baseline and more importantly,
identify who didn’t apply and potential reasons why not.
From here, current recruitment practices and materials can be
created that align, support and complement equality diversity
and inclusion values.
This will help to tailor job roles, advertising and recruitment
processes and potentially make new roles more attractive to a
diverse and potential workforce.

Attract
and retain
a diverse
and
inclusive
workforce.
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Planning for Inclusive Recruitment
Review recruitment processes
Evaluate previous recruitment drives and consider any feedback.
Consider any reasonable adjustments [1] that could be made to make the recruitment
process and the workplace more accessible and inclusive generally and not just as a
response to an adjustment request.
Build accountability into the process – Clear responsibilities, outcomes and goals
should be established and should be consistent and the recruitment panel should be
accountable and comfortable with any decisions made.
Review interview questions to ensure they are clear and consistent and reflect the
skills necessary for the role.
Join an accreditation scheme such as Disability Confident [2] to help potential
applicants to identify those employers who are committed to equality in the workplace.

[1] Reasonable adjustments for
workers with disabilities or health
conditions - GOV.UK (www.gov.uk)
[2] Disability Confident – Are you
disability confident?
(campaign.gov.uk)
The scheme helps employers recruit
and retain great people, and:
draw from the widest possible
pool of talent
secure high-quality staff who are
skilled, loyal and hard-working
improve employee morale and
commitment by demonstrating
that you treat all employees fairly
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Planning for Inclusive Recruitment
Review job descriptions, person specifications and job adverts

Checking for gendered or biased words or terminology.
Making sure the essential criteria in a job description is essential for
success in the role and not a ‘filler’.
Avoid vague statements and technical jargon– ensure that all
statements are clear and relatable.
Ensure job descriptions and role criteria are clear, relevant and up
to date and reflect the skills and competencies needed.
Avoid long bullet pointed lists. Try to describe key functions in 5 – 7
bullet points or group them under headings.

Review job descriptions, person specifications and job adverts

Consider where and how people with
protected characteristics are accessing job
information.
Use different recruitment platforms such as
recruitment websites, LinkedIn and
newspapers and supplement this by using
social media posts and networking groups to
help target under represented groups who
may have the skills but may not be looking at
industry specific job sites.
Promote and encourage inclusion through
using positive images of a diverse range of
people to represent the organisations
community and to challenge negative
assumptions and stereotypes.
Advertise all positions with a salary or salary
range to promote fairness and avoid pay gaps
Ensure all employees are informed of and
considered for internal vacancies
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Planning for Inclusive Recruitment
Interview process
Keep application forms clear and simple by only asking questions that are essential.
Make any forms or application materials accessible e.g., large print, electronic forms.

Use plain language and add structure to longer and more open questions by breaking
them down into smaller steps.
State clearly how much information is required in any section by including a word count
or length e.g., two sides of A4, 500 words.
Outline clearly what information is required in a CV or cover letter.
Remove questions on personal information to avoid bias.
Specifically ask if candidates need any reasonable adjustments and ensure they know it
won’t reflect negatively on their chances of recruitment.

Application process
‘People are tested (in interview) not on their ability to do a job but
on their ability to talk about it. It is not surprising that a lot of
companies end up recruiting the wrong people for the job.’
Ensure all information and instructions sent in advance are
clear and comprehensive and offer an outline of the structure of
the interview and explain what candidates can expect.
Offer short work trials or practical trials where possible to
assess the actual skills needed for the role.
Let candidates know in advance about any written tests or
tasks and what they will involve.
Allow time to process information to enable individuals to
manage tasks
Consider sending the interview questions prior to the interview
to encourage more thoughtful answers rather than relying on
‘spot tests’..
Ensure all of the recruitment panel have knowledge of the job
descriptions and have agreed a clear scoring system to allow
fairness.
Interview panels where possible should be representative of
the organisation and the interviewers recognise and manage
their own biases.
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Interview Checklist
1. E n s u r e j o b d e s c r i p t i o n s a r e
accurate, clearly worded
and up to date.
2. M a k e i t c l e a r t h a t
applications are welcome
from all candidates;
especially those with
protected characteristics.
3. P r o v i d e a c l e a r , a c c e s s i b l e
application form that is
written in plain language.
4. S e n d o u t c l e a r i n f o r m a t i o n
about the interview process
to candidates.
5. C o n s i d e r w o r k t r i a l s o r
work-related tasks for
practical roles.
6. E n s u r e i n t e r v i e w t a s k s a r e
relevant to the role.
7. O f f e r r e a s o n a b l e
adjustments to all
candidates.
8. E n s u r e i n t e r v i e w q u e s t i o n s
are clearly worded, reflect
the skills for the role and
only give one part of a
question at a time.
9. C o n s i d e r m a k i n g i n t e r v i e w
questions available to all
candidates prior to the
interview.
10.Consider joining a national
accreditation scheme such
as Disability Confident to
show Equality, Diversity
and Inclusion is taken
seriously.
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