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Diversity and Inclusion Best Practices Checklist for Small Businesses 

 
 We have a workplace inclusion strategic plan. 

 We have formal policies and procedures in place for promoting our inclusive work 
environment. 

 We have made the business case for all of our diversity initiatives. 

 We have you done our research and have internal and external customer data. 

 We have a workplace inclusion/diversity advisory or steering committee (ad-hoc 
employee group). 

 We conduct structured group interviews for open management positions. 

 We have a formal, fully inclusive mentoring program. 

 We make sure that our internal and external marketing materials represent our diversity 
mix. 

 We conduct diversity training and sexual harassment prevention training for managers, 
supervisors, and employees. 

 We offer more advanced courses in gender and generational communications, problem-
solving, and conflict management. 

 We are working to diversify your recruiting pool while maintaining high standards. 

 We have developed an in-house diversity resource center complete with books, videos, 
newsletter, and other educational materials available to your employees. 

 We acknowledging the diversity within your employment ranks when planning any 
business-wide activities. 

 
 

Components of a Diversity Framework 
 

1. Leadership Commitment and 
Involvement 

2. Recruiting Diverse Talent 

3. Retaining Diverse Talent 

4. Advancing Diverse Talent 

5. Career Development for Diverse 
Talent 

6. Education and Training 

7. Inclusive Culture and Values 

8. Corporate Communications 

9. Employee Involvement 

10. Diversity Performance 
Accountability 

11. Community Involvement 

12. Economic Inclusion/Supplier 
Diversity 

13. Marketing to Diverse Customers 
and Consumers 

http://www.theemployersresource.com/


   
The Employer’s Resource 

913-205 -2705 
www.theemployersresource.com   

2 
 

 

 
How Supervisors Can Promote Diversity and Inclusion 

 
1. Lead employees by example; this is your most powerful tool as a leader! 

2. View yourself as a ‘diversity practitioner’. 

3. Respect people and differences in the workplace. 

4. Create a welcoming, inclusive environment in which to conduct business. 

5. Incorporate diversity in policies, strategic plans, and operational procedures. 

6. Learn and practice early conflict resolution strategies. 

7. Practice regular, effective, and open communication. 

8. Empower your employees and earn their trust. 

9. Demonstrate executive commitment to diversity on a consistent basis. 

10. Walk the talk. 
Society for Human Resource Management (SHRM) 

 
 

10 Ways That Employees Can Support Diversity and Inclusion 
(Robin Pedrelli)  

 
1. Know the diversity goals and vision of your organization. 

2. Participate in employee engagement surveys or find a trusted internal champion. 

3. Actively engage in the diversity effort by volunteering to be on a Diversity & Inclusion 
committee or providing a lunch & learn on the topic. 

4. Become culturally aware – invest time to learn about people who are different than           
you in some way. 

5. Treat people as they wish to be treated, vs. the way you wish to be treated.  

6. Drive policy change in the organization; advocate for issues that are not necessarily          
your own. 

7. Welcome ideas that are different than yours and support fellow teammates. 

8. Understand the diversity elements you personally bring to the organization. 

9. Commit to continuous improvement – as Nelson Mandela did. 

10. Communicate and educate, with yourself and others. 

 
http://www.diversityjournal.com/14154-10-ways-employees-can-support-diversity-inclusion/ 
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11 Forms of Unconscious Biases 

 
Unconscious biases are often based on mistaken, inaccurate, or incomplete information. These 
biases can have a significant impact on workplaces, shaping who gets recruited, hired, and 
promoted. Having an unconscious bias does not make you a bad person—it just means you’re 
human. 
 
It is possible, however, to interrupt bias. The first step is awareness. Below are the most 
common types of unconscious bias, along with tactics you can use to ensure workplace 
decisions aren’t being guided by them. 
 
1. Affinity Bias 
Also called like-likes-like, this bias refers to our tendency to gravitate toward people similar to 
ourselves. That might mean hiring or promoting someone who shares the same race, gender, 
age, or educational background. 
 
Opportunity: Ensure that candidate slates for all open positions include two or more qualified 
women as well as two people from other underrepresented racial/ethnic groups. 
 
2. Ageism 
Discriminating against someone on the basis of their age. Ageism tends to affect women more 
than men and starts at younger ages. 
 
Opportunity: Remove graduation and work experience dates from resumes. Realize that older 
workers may bring skills and experiences to the table that younger workers cannot. 
 
3. Attribution Bias 
Because some people see women as less competent than men, they may undervalue their 
accomplishments and overvalue their mistakes. 
 
Opportunity: Give honest, detailed feedback to all of your direct reports, and tie it to concrete 
business goals and outcomes. Research shows that feedback given to women tends to be vague 
and focused on communication style, while men are given specific feedback that tends to be tied 
to business goals and technical skills that accelerate advancement. 
 
4. Beauty Bias 
Judging people, especially women, based on how attractive you think they are is called beauty 
bias. People perceived as attractive can be viewed more positively and treated more favorably. 
Opportunity: Try to be aware of those judging thoughts in your head during the hiring process 
and promotion opportunities. Focus on their work, not their look. 
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5. Confirmation Bias 
Confirmation bias refers to the tendency to look for or favor information that confirms beliefs 
we already hold. 
 
Opportunity: Identify your blind spots. Build your own awareness about unconscious bias. 
 
6. Conformity Bias 
Very common in group settings, this type of bias occurs when your views are swayed or 
influenced by the views of others. This is similar to groupthink. 
 
Opportunity: Consider using structured interviews and wait to share your thoughts with 
coworkers until the process is over. 
 
7. The Contrast Effect 
This bias refers to evaluating the performance of one person in contrast to another because 
you experienced the individuals either simultaneously or in close succession. 
 
Opportunity: If you find yourself comparing two people, especially in the hiring process, write 
down why you are leaning toward one over the other. Be sure your assessment is of each of 
them individually, not in comparison to one another. 
 
8. Gender Bias 
Preferring one gender over another or assuming that one gender is better for the job. 
 
Opportunity: Try to use neutral language in job descriptions that do not resonate more with one 
gender over another. When thinking about development opportunities or promotions, try to 
switch the gender of the person you are thinking about and see if it changes your perception of 
their readiness. 
 
9. The Halo/Horns Effect 
The tendency to put someone on a pedestal or think more highly of them after learning 
something impressive about them, or conversely, perceiving someone negatively after learning 
something unfavorable about them. 
 
Opportunity: Consider why you have a negative (or positive) perception. Ask yourself if your 
perception stems from unconscious stereotyping based on race, gender, or ethnicity, for 
instance. 
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10. Name Bias 
When you judge a person based on their name and perceived background. This is especially 
important when reviewing resumes. 
 
Opportunity: Remove candidates’ names from resumes to ensure you choose people based on 
their skills and experience, not their perceived background. 
  
11. Weight Bias 
Judging a person negatively because they are larger or heavier than average. 
 
Opportunity: When making judgments about a person, consider how you would feel if the 
person were thinner. 
  
 

SOURCE:  https://www.catalyst.org/2020/01/02/interrupt-unconscious-bia 
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Distinguishing Between Diversity and 
Inclusion
Though diversity and inclusion are often discussed together, it is important to understand the difference.

DIVERSITY

Diversity typically refers to the composition of groups in an organizational setting; e.g., hiring diverse individuals 

to leverage different viewpoints.

Inclusion is an individual mindset and practice of including others; e.g., making it easy to onboard new team 

members because each member on the team is inclusive.

While diversity is important, managing diversity requires an individual to have authority over the individuals 

who can be included in a group. For this reason, we’re interested today in what individuals can do to be more 

inclusive to all team members.

INCLUSION
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Disparate Impact Example Scenario

DISPARATE IMPACT EXAMPLE SCENARIO

Your employer has a performance appraisal that seems not to discriminate, but when comparing the 

outcomes or impact of the performance appraisal, it appears that no female workers are receiving 

promotions. In this example, the employer could be liable, and the HR and legal professionals would 

need to use the 80 percent rule to determine if disparate impact has taken place. 

The 80% rule compares the 

ratio of protected groups to other groups 

to establish if disparate impact has taken 

place. So, let’s say 50 percent of men 

who applied for a promotion received it, 

but only 20 percent of the women who 

applied got the promotion. That is a 

20:50 ratio or 20/50 = 40 percent. Since it 

is below 80 percent, it would appear that 

disparate impact has taken place.

20% 
women 
promoted

50% 
men  
promoted

=  40% ratio

> 80%
required  

DISPARATE IMPACT 
HAS TAKEN PLACE

Note: There is an exception for bona fide occupational qualifications (BFOQ), or in other words, when the 

organization can show that the disparate impact has taken place because of some criteria related to the job. An 

example would be a men’s clothing company hiring male models.

Overly simplistic forms of selection/hiring and performance appraisal have been abandoned by experts. Gone 

are the days when hiring is based on the quality of one’s handshake. Now HR professionals who design these 

systems are responsible for creating effective criteria that avoid disparate impact.


