[image: ] Diversity, Equity, and Inclusion Checklist
Date: ___________
Name: ______________________________________________ 
Company: ________________________________________________ 

Introduction
Diversity, equity and inclusion (DEI) are becoming increasingly important for companies that want to remain competitive, innovative and attractive to skilled professionals. This checklist is aimed at organisations that wish to reflect on these topics and further strengthen their commitment to a diverse and inclusive workplace. The goal is to provide a tool that helps you gain a clear and practical overview of where your company currently stands in relation to DEI. It is designed to be straightforward and low effort, while also offering concrete suggestions for how to further improve existing structures and establish new approaches.
The questionnaire is divided into seven sections. It begins with a short status check where you can enter key data about the composition and diversity of your workforce. The following sections cover the topics of application and recruitment, working conditions, payment, further education, complaint management and communication, as well as monitoring and certification. Each of these sections contains three to four questions, mostly with multiple choice answers. In some cases, there is also space to add individual comments or reflections.
We recommend starting by taking a moment to assess your company’s current situation. Then work through the questions in the following sections. Where space is provided, use the open fields to reflect on what is already working well and where there is room for improvement. At the end of the questionnaire, you will find a selection of links to further reading and useful information. These resources are intended to support you in identifying concrete steps and implementing effective measures. By clicking on the section headings, you will be taken directly to the related resources at the end of the checklist. 
We hope this tool proves useful in helping you strengthen diversity, equity and inclusion in your organisation.

1. Current status
1.1 How many employees does your company currently employ?  _____
Please fill out the following table to gain a more comprehensive overview of the distribution within the organization: 
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	Women
	Men
	Non-binary/
gender-diverse
	Prefer not to
say/ unknown

	Employees (total)
	
	
	
	

	In part-time
	
	
	
	

	In a leading position
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1.2 How many of your employees are considered people with disabilities?  _____

1.3 Please indicate the number or percentage of employees in the following age groups:
Under 30 years: _____
30 to 50 years: _____
Over 50 years: _____

1.4 Does your organization have a defined DEI strategy or a clear commitment to diversity, 
      equity, and inclusion? 
Yes, there is a clear strategy with goals and assigned responsibilities. [image: ] 

Partly, DEI is mentioned but not specifically developed. [image: ] 

No, not yet.[image: ] 


1.5 Is there a person or department responsible for DEI in your organization? 
Yes, a designated person/department with clearly defined responsibilities. Namely: [image: ] 

_______________________________________________________________________________________________________________________________________________________________________________________________________________
Partly, responsibilities are included in other roles. [image: ] 

No, no one is specifically responsible for it. [image: ] 
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2. Application and recruitment
2.1 Does your company communicate diversity clearly and explicitly in job advertisements? 
Formularbeginn[image: ] 

    	Yes, we use inclusive language, signal openness to diversity, and publish via diverse or
            accessible platforms. 
Partly, we pay attention to neutral language but do not explicitly address diversity. [image: ] 

No, our job postings do not currently address diversity. [image: ] 


2.2 Is the recruitment and selection process designed to be inclusive and free of bias? 
Yes, we use anonymized applications, clear selection criteria, and diverse panels. Please
name some measures you have implemented:[image: ] 

_______________________________________________________________________________________________________________________________________________________________________________________________________________
Partly, we apply some inclusive steps but not systematically. [image: ] 

No, we do not have a structured process for inclusive recruiting.[image: ] 


2.3 Does your company offer onboarding processes that are inclusive and support diversity? 
Yes, we provide accessible onboarding materials, mentoring/buddy programs, and opportunities for cultural exchange. [image: ] 

Partly, some inclusive elements exist, but we lack a consistent concept. [image: ] 

No, there is no inclusive onboarding approach. [image: ] 


2.4 Does your company use recruitment channels that are tailored to reach diverse    
       applicants? 
Yes, we use job platforms focused on diversity and cooperate with relevant networks. [image: ] 

Partly, we sometimes use such channels, but not strategically. [image: ] 

No, we use traditional platforms only. [image: ] 


3. Working conditions
3.1 How flexible is your company when it comes to working conditions? Are there fixed 
      working times, a minimum number of working hours each week, is remote work possible  
      etc.?
Yes, we are very flexible when it comes to working conditions. [image: ] 

Partly, we offer some flexibility.[image: ] 

No, we currently offer little or no flexibility. [image: ] 

      Please name some measures you have in place:
________________________________________________________________________________________________________________________________________________

3.2 Is it acceptable for female and male employees to take parental leave?
Yes, it is common and encouraged for both genders.[image: ] 

Partly, depending on the field they work in and/or their gender.[image: ] 

No, we do not actively encourage parental leave. [image: ] 


3.3 Is it possible for employees to be represented by a labour union at your company without 
      facing consequences? Is there a collective labour agreement in place?
Yes, we have employees that are part of a labour union and there is a collective labour
agreement in place.[image: ] 

Partly, some employees are part of a labour union, but there is (yet) no labour agreement in place.[image: ] 

No, our employees are not members of a labour union (as far as we know of) and we do not plan to work with them on a collective labour agreement. [image: ] 


3.4 Is your workplace suitable for people with disabilities (e.g. accessible by wheelchair, 
      technical equipment, quiet zones, translators, etc.)
Yes, we have measures in place to accommodate people with disabilities. [image: ] 

Partly, we have some measures in place.[image: ] 

No, there are no measures in place.[image: ] 


4. Payment 
4.1 What mechanisms are used to determine the salaries of your employees?     
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4.2 Are differences in payment and benefits made based on factors such as: gender, origin, 
     disabilities, religion or sexual orientation etc.?
Yes, there are differences made. [image: ] 

Maybe, there is no record kept about that.[image: ] 

No, we already have guidelines in place to prevent and monitor such disparities.[image: ] 


4.3 Are there programs for reintegration into the job after parental leave, longer absence due 
      to sickness, absence due to care work etc.? Do you financially support your employees 
      during their time of absence or is the contract paused without further payment?
Yes, we have a programme in place with payment for employees that are absent for longer and help them reintegrate.[image: ] 

Partly, we have a programme in place with payment for employees that are absent for longer but without a reintegration programme. [image: ] 

Or: We do not have a programme in place for absence with payment, but there is a reintegration programme.
No, we do not continue salary payments if they are absent for longer and there is no reintegration system.[image: ] 


4.4 Is the payment of other employees communicated transparently?
Yes, we talk openly about salaries and encourage employees to talk to colleagues about it.[image: ] 

No, we do not wish for employees to talk about that and/or it is fixed in the contract that they do not communicate about that.[image: ] 

5. Further education
5.1. Do all employees have equal opportunities for professional growth and further 
       education? Does your company give financial support?
Yes, we take special care of including everyone in offering opportunities for further education and support them financially.[image: ] 

Partly. We offer opportunities with financial support, but we currently don’t make sure to focus on equality when it comes to further education and professional growth. 
Or: We don’t offer financial support but take equality in opportunities into account.[image: ] 

No, we don’t offer financial support and don’t have equality in opportunities.[image: ] 


5.2. Are there specific efforts (e.g. mentoring programmes) to support leadership development 
      among underrepresented groups (e.g. women, LGBTQ+, people with migration   
      backgrounds)? 
Yes, we offer the following measures:[image: ] 

_______________________________________________________________________________________________________________________________________________________________________________________________________________
No, we don’t take specific measures and don’t offer mentoring programs.[image: ] 


5.3. Does your company offer training programs on diversity, equality and inclusion for all 
       employees?
Yes, there are mandatory training programs in place.[image: ] 

Partly. There are voluntary programs, where employees can take part in/some employees have mandatory trainings, while it is voluntary for others.[image: ] 

No, we don’t offer training programs on diversity, equality and inclusion.[image: ] 


6. Antidiscrimination and communication
6.1. Does your company encourage feedback from employees concerning DEI? Are there 
       specific complaint procedures (possibly embedded in a complaint management), that 
       undertake handling and resolving conflicts?
Yes, we encourage feedback and there are specific complaint procedures/ a complaint management.[image: ] 

Partly. We encourage feedback but don’t have a complaint management system in place. [image: ] 

No, we don’t have an active feedback culture in place.[image: ] 


6.2. Are reporting channels and/or surveys in place, that measure employee satisfaction and 
      experiences when it comes to DEI? Do these channels offer safety and anonymity?
Yes, we offer safe and anonymous channels and surveys to measure employees experiences with DEI.[image: ] 

Partly, there is still room to improve.[image: ] 

No, currently we don’t offer channels/surveys.[image: ] 


6.3. Does your company have strong policies against discrimination, harassment, and  
        bullying, and support networks for underrepresented employees?
Yes, we have clear policies and offer networks for employees burdened with discrimination.[image: ] 

Partly. We have policies but support networks do not exist in our company. 
Or: No, we are missing clear policies, but we do offer support networks.[image: ] 

No, we are missing clear policies and don’t offer support networks.[image: ] 


6.4. In terms of social responsibility, does your company engage with diversity and inclusion 
       issues and support related organizations, both publicly and in collaboration with others? 
Yes, we take special interest in engaging in these issues, supporting organizations and have specific requirements for partnerships with other firms.[image: ] 

Partly. We do succeed in some areas but still have room for improvement.[image: ] 

No, we currently don’t.[image: ] 


7. Monitoring and certification
7.1 Does your company systematically collect and evaluate DEI-related data? 
Yes, we collect demographic data, run anonymous surveys and analyze hiring/ promotions in terms of DEI. [image: ] 

Partly, some data (e.g., gender ratio) is collected, but not systematically. [image: ] 

No, we do not collect DEI-related data. [image: ] 


7.2 Has your company defined clear goals and indicators for diversity, equity, and inclusion?
Yes, we have specific targets (e.g., quotas, timelines) and defined KPIs[footnoteRef:1]. Please list at least four of them.  [1:  Key Performance Indicator] 
[image: ] 

_______________________________________________________________________________________________________________________________________________________________________________________________________________
Partly, we have goals, but they are general or not yet measurable. [image: ] 

No, we have no DEI-related goals. [image: ] 


7.3 Does your company report transparently on DEI activities and progress? 
Yes, we publish regular reports and integrate results in e.g., ESG/sustainability reports. [image: ] 

Partly, reporting exists but is irregular or not publicly accessible. [image: ] 

No, we do not report on DEI-related topics. [image: ] 


7.4 Has your company received or applied for any DEI-related certifications? 
Yes, we are certified by a credible external provider and renew this regularly. Please name the certificates you have: [image: ] 

_______________________________________________________________________________________________________________________________________________________________________________________________________________
Partly, certification was completed once or is currently in planning.[image: ] 

No, we have not pursued certification. 
[image: ] 
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[bookmark: Further_information]Further information
Your company still has room for improvement in certain areas? Or are you simply looking to explore new ideas? These could be useful resources (as of July 2025): 
· Complaint management:
· General information (german)
· Legal requirements to shield employees from discrimination (german)
· Checklist for construction of a complaint management (german)
· Inclusion of people with disabilities:
· Inclusion of people with disabilities
· Working hours:
· General working conditions
· Flexible working hours
· Parental leave: 
· Parental allowance
· Flexible leaving conditions
· Reintegration after parental leave
· Labour Union:
· Staff representation
· Employee rights
· Payment:
· Equal pay introduction
· Antidiscrimination:
· Types of discrimination
· Further education:
· Recognition of qualifications for further education and training
· Recruitment:
· Selection process, obstacles and solutions
· Selection procedure
· Monitoring
· Diversity monitoring in professional bodies
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