INCLUSIVE
WORKPLACE TOOLKIT

Creating an inclusive workplace doesn’'t have to be expensive or
complicated. Small businesses can build a welcoming, diverse, and
supportive environment by making small, meaningful changes.

Here's a practical toolkit to help you foster inclusivity, even with
limited resources.

1. YOU SET THE TONE

o Clearly communicate your commitment to diversity and inclusion to your
team and lead by example.
* Encourage open conversations about inclusivity and respect in the workplace.

2. CREATE INCLUSIVE HIRING PRACTICES

o Use gender-neutral language in job descriptions.

+ Promote job openings through diverse channels to reach a broad range
of candidates.

» Focus on skills and experience rather than background or education alone.

3. ENSURE ACCESSIBLE WORKPLACES

¢ Inclusivity means ensuring your workplace is accessible to everyone.
That includes both physical and virtual worlds.

» Provide flexible working arrangements to accommodate different needs.

o Offer tools such as closed captions on video meetings and screen readers.

4. EDUCATE AND TRAIN YOUR TEAM

* Unconscious bias is a part of life. So provide training on unconscious bias
and inclusivity to ensure you limit it wherever possible.

* Encourage mentorship programs to support underrepresented employees.

e Regularly share resources and discussions on diversity topics.
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5. DEVELOP FAIR WORKPLACE POLICIES

Make sure you have clear policies around discrimination, harassment,
and equal pay.

Make sure employees know how to report concerns and feel safe doing so.
Review and update policies regularly to keep them relevant.

6. CELEBRATE DIVERSITY IN THE WORKPLACE

Acknowledge and celebrate different cultural events and traditions.
Encourage team-building activities that highlight diversity.
Support employee resource groups or networking opportunities.

1. GATHER FEEDBACK AND IMPROVE

Conduct anonymous surveys to understand employees' experiences.
Act on feedback to continuously improve workplace inclusivity.

SMALL STEPS LEAD TO BIG CHANGES

Building an inclusive workplace isn't something you can set and forget. It's
an ongoing process. Creating a business where everyone feels welcomed
and respected takes effort from both you and your employees, so make sure
you always lead by example.
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