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Hiring Process
When it comes to expanding a team and welcoming new talent into a company, human 
resources (HR) plays a pivotal role in ensuring a seamless and effective hiring process. 
It is equally important to consider this process in the context of equitability, inclusivity 
and diversity for women+ people. Observations and research clearly show that women 
are far more likely to pass on jobs if they don’t believe they’re fully qualified; it’s part of 
the confidence gap between men and women, especially in the technical fields. 
Against these biases, gender equity and equitable hiring practices aim to eliminate 
any bias or discrimination based on gender, ensuring that all candidates have equal 
opportunities to pursue their career aspirations. Prioritizing gender diversity allows 
organizations to value diverse perspectives and experiences in the workplace.

HR departments collaborate closely with stakeholders to identify the need for a new 
hire. They assess workload, skill gaps, and future requirements to determine the role 
and responsibilities of the prospective employee. Equitable hiring practices ensure 
qualifications are free of gender norms and biases. These practices involve inclusive 
job descriptions, fair compensation packages, and unbiased interview techniques. A 
supportive and respectful work environment accommodates various needs and 
preferences, especially for the underrepresented gender groups in the tech field. 
These practices enable women+ individuals to pursue job opportunities confidently, 
knowing their skills will be valued, creating a diverse and thriving workforce.


Planning and Prepping the Job Offer
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The job description plays a vital role in hiring by enabling HR to communicate with 
candidates. It ensures a fair process by analyzing job requirements without gender 
bias, forming the basis for a detailed, gender-neutral description including 
responsibilities, relevant experiences and skills. This fosters a gender-inclusive talent 
pool by clearly stating employee needs and expectations. Those barriers include 
preconceived notions and stereotypes about women's technical abilities, the lack of 
representation in a predominantly male-dominated technical field, the fear of 
confirming negative stereotypes about women in technical roles, the pay disparity for 
women compared to men and limited career advancement opportunities for women. 
By employing gender-free language and a neutral tone in job ads and postings, 
candidates can determine job suitability based on their characteristics and skills, 
irrespective of gender. This eliminates gender biases and normative barriers, enabling 
informed job applications.

https://www.theatlantic.com/magazine/archive/2014/05/the-confidence-gap/359815/
https://gender.stanford.edu/news/alignment-gender-stereotypes-predicts-success-tech
https://www.catalyst.org/research/women-in-male-dominated-industries-and-occupations/
https://www.catalyst.org/research/women-in-male-dominated-industries-and-occupations/
https://journals.sagepub.com/doi/10.1177/2277975220975513
https://journals.sagepub.com/doi/10.1177/2277975220975513
https://canadianwomen.org/the-facts/the-gender-pay-gap/
https://canadianwomen.org/the-facts/the-gender-pay-gap/


 Use gender-neutral and gender-inclusive job titles.	For example, one of the 
most well-known job titles in the tech industry is “Software Engineer”. Yet, it is 
highly associated with male-dominated working environments and 
qualifications. Instead, you can use “Software Developer” or “Software 
Professional” to make the position less masculine-coded and more inviting. . 
Similarly, the word analyst is considered a masculine word, so the title of “Data 
Analyst” automatically demotivates women+ candidates. “Data Specialist” 
would be a better way to label this job position.

 Include salary or compensation range in the job description. The majority of 
women+ are paid less than men, especially in the tech industry. For 
transparency and to avoid pay disparity, add information about salary in the 
description.

 Emphasize the necessary skills, qualifications, and experience needed to 
succeed in the position. Societal expectations related to gender and pre-
existing norms are significantly important in how an individual approaches a 
job description. Although both genders search for job opportunities in a 
comparable manner, their approach to applying for roles differs significantly. 
When faced with difficult-to-fill positions, employers are more inclined to 
disregard the absence of a formal degree if candidates possess substantial 
experience that compensates for the "required" educational background. So, 
to have a gender-diverse candidate pool, it is always important to prioritize 
and value the individuals’ journey and experiences rather than generically 
evaluating their capabilities solemnly by their education.

Good Practices

 Avoid gender-specific language by using inclusive language that appeals to 

all genders. For example, replace terms like "he" or "she" with gender-neutral 
pronouns such as "they." Gender-neutral language in job descriptions 
encourages individuals of all genders to apply. This increases the pool of 
potential candidates, thus improving candidate quality. Rephrase sentences to 
remove gender-specific assumptions and gendered wording. For example, 
words like stubborn, dominant, confident, fast-paced and competitive are 
associated with masculine stereotypes while empathetic, gentle, polite, 
thoughtful, and understanding are associated with feminine stereotypes. This 
also includes avoiding using superlative terms and possibly gender-related 
adjectives (expert, high-powered, ambitious, outspoken, nurturing etc.) 
unnecessarily.
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https://dl.acm.org/doi/abs/10.1145/3510458.3513016
https://www.ironhack.com/uk/en/blog/the-gender-gap-in-tech-let-s-talk-about-it
https://theundercoverrecruiter.com/job-descriptions-gender-neutral/
https://ecommons.cornell.edu/handle/1813/74363
https://ideas.wharton.upenn.edu/wp-content/uploads/2018/07/Gaucher-Friesen-Kay-2011.pdf


Women often believe they 
must fulfill every single 
criterion for a job, while 
men tend to apply 

even if they meet 

approximately 60% 

of the requirements.*

Women are 14% less 
inclined than men to 

submit job applications 
after reviewing them and, 

overall, apply to 20% 
fewer positions 


than men.* 

 Include candidate data privacy notice. It is especially important to explain to 
underprivileged candidates such as women+ people how and why their 
personal data will be used, namely for the purposes of the recruitment 
exercise, and how long it will be retained.

 Utilize tools and resources specifically designed to identify and remove 
gender biases in job descriptions. Test the job description by asking 
individuals from different genders to review it. For example, Textio is a writing-
enhancement platform that uses artificial intelligence and machine learning to 
analyze and improve written content, particularly job descriptions. It provides 
real-time feedback and suggestions to help companies create more inclusive 
and effective job postings. More broadly, there are research-based gendered 
language-checking interfaces and toolkits that are available in companies’ use 
to detect biases in job descriptions and other texts.

 Include diversity and inclusion statements. It is a proactive step toward 
creating a more equitable workplace and attracting a diverse pool of talented 
candidates who can contribute to the organization's success.
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https://textio.com/
http://gender-decoder.katmatfield.com/
http://gender-decoder.katmatfield.com/
https://biasinterrupters.org/
https://www.linkedin.com/business/talent/blog/talent-acquisition/ways-to-signal-company-dei-commitment-in-job-posting


Advertising
With gender-inclusive job requirements in hand, HR can determine the most effective 
recruitment strategy, considering factors such as the position, company culture, and 
available resources. They decide whether to advertise the job internally, externally, or 
employ a combination of both, while carefully selecting the channels and platforms to 
promote the job posting. Reaching out to the underrepresented candidates for a tech 
field position is crucial yet requires special attention. The diverse platform choice 
including alternative talent sites for women and queer people, university channels for 
early-graduate positions, communities and NGO networks related to women’s and 
queer’s rights, education and interests in tech and STEM fields should be included in 
the advertisement strategy. 

Good Practices

 Opt for gender-neutral language throughout the advertisement. Use 

inclusive terms like "you," "candidates," or "applicants" instead of gender-
specific pronouns like "he" or "she."

 Emphasize the skills, qualifications, and experience required for the role 
rather than gender-related traits or characteristics like writing the job 
description.

 Steer clear of words that are traditionally associated with a specific 
gender or may be perceived as exclusive. Instead, choose neutral terms that 
describe the role and responsibilities objectively.

 Use inclusive imagery. Be conscious of the images and visuals used in the 
job advertisement. Aim for diversity and inclusivity by featuring individuals 
from different genders, backgrounds, and ethnicities.

 Involve a diverse team in the creation and review process of the job 
advertisement.

 Conduct a thorough review of potential biases prior to finalizing the job 
advertisement. Look out for any language, requirements, or assumptions that 
may disproportionately impact a specific gender.

 Utilize a variety of channels to promote job advertisements and reach a 
diverse pool of candidates. Share it on platforms, job boards, and 
communities that are known for attracting individuals from different genders. 
In the case of working with headhunters, be aware of their process and 
training for biases. 

4

https://www.chairs-chaires.gc.ca/program-programme/equity-equite/best_practices-pratiques_examplaires-eng.aspx
https://hdr.undp.org/content/2020-gender-social-norms-index-gsni


Screening, Interviewing and Selection
Before interviews, screening methods such as resume reviews, phone screenings, and 
tests assess candidates. Equitably reviewing all applications is crucial to avoid gender 
discrimination against women+ candidates. HR screens based on defined criteria, 
shortlists qualified candidates, and conducts interviews (phone, video, or in-person) 
and tailored assessments. Objective selection criteria are consistently applied, 
including grading and multiple reviews to ensure fairness. This inclusive process 
attracts diverse talent, enhancing the workforce's skills and motivation.

Many companies use AI tools to automate candidate filtering in hiring, but caution is 
needed due to potential gender biases. If the AI tool and its training set include gender 
norms discrimination, it may deprioritize women+ candidates based solely on gender, 
ignoring their skills. Valuing individuals' personal experiences and journeys is vital to 
consider candidates' comprehensive professional trajectory beyond the resume, as 
job environment oppression affects everyone in various ways. 

 Use blind resume screening where personal identifying information 
such as name, gender, or age is removed from resumes before they are 
reviewed by interviewers. It prevents unconscious assumptions based on 
demographic information.

 Develop a set of standardized interview questions that are job-related and 
focus on assessing the candidate's skills, qualifications, and experience. In that 
way, each candidate will be evaluated based on the same set of questions. 
Similarly, use a structured interview with a standardized flow and 
predefined criteria for evaluating candidate responses to sustain consistency 
and fairness. Clearly define the criteria for evaluating candidates before the 
interview process begins by focusing on objective measures such as 
technical skills, problem-solving abilities, and relevant experience.

 Train interviewers on unconscious biases. This training is essential and 
should be given periodically to the hiring team to make them aware of 
common biases that may arise during interviews and provide strategies to 
mitigate and overcome them.

 Avoid personal and gender-related questions that are not directly related 
to the candidate's qualifications or ability to perform the job. No marital 
status, plans for starting a family, or pregnancy questions are allowed.

 Establish a feedback review process where multiple interviewers provide 
input on each candidate so that different perspectives are considered, 
and biases can be identified collectively.

Good Practices


5

https://www.shrm.org/hr-today/news/hr-magazine/0418/pages/can-blind-hiring-improve-workplace-diversity.aspx
https://www.shrm.org/resourcesandtools/hr-topics/talent-acquisition/pages/have-you-seen-these-gender-biases-during-job-interviews.aspx
https://hbr.org/2017/06/7-practical-ways-to-reduce-bias-in-your-hiring-process


Onboarding
Research shows that a structured onboarding program has many benefits, including 
higher employee retention and productivity levels. For instance, the Harvard Business 
Review found that organizations that implement an onboarding program see 50% 
greater employee retention. Yet, it appears that many organizations still consider this 
process as secondary. In a recent study, Gallup found that only 12% of employees think 
that their employer does a good job onboarding new hires.

Inclusive Onboarding

Onboarding is a critical step in nurturing an inclusive workplace. It is an experience 
that supports all employees and invites new hires to feel seen, heard, and supported 
regardless of their gender identity and sexual orientation. By moving beyond to-do 
lists, inclusive onboarding relies on a personalized understanding of each and every 
new hire. It provides critical tools for both individual empowerment and organizational 
structural change. By ensuring that newcomers have a fulfilling, empowering start, 
inclusive onboarding ultimately demonstrates the organization’s commitment to being 
a welcoming place where employees feel safe to be their authentic selves.

Yet, inclusive onboarding does not exist in isolation. It should complement broader 
gender-oriented initiatives. To attract and retain women and 2SLGBTQIA+ employees, 
organizations must show a strong, proactive, long-term commitment to gender equity. 
They need to go beyond performative DEI initiatives by adopting a comprehensive 
approach that is sensible to and respectful of people’s social, personal, and 
professional trajectories from day one. Good sentiments are nice but they’re not 
enough. 

The following sections provide you with some of the best practices for a successful 
inclusive onboarding experience. This list is non-exhaustive so feel free to adapt your 
approach accordingly.

 Orientation [Weeks 1-3]


Orientation is the first step of onboarding. It is the occasion to introduce the new hire 
to the organization and key team members, review important policies and related 
compliance materials, and explore the organization’s values and goals. The content in 
this phase must remain consistent across your organization. Orientation aims to 
provide new hires with a clear vision of what your organization stands for. 
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https://hbr.org/2022/04/onboarding-can-make-or-break-a-new-hires-experience
https://hbr.org/2022/04/onboarding-can-make-or-break-a-new-hires-experience
https://www.gallup.com/workplace/235121/why-onboarding-experience-key-retention.aspx


Good Practices


 Prepare your team. The arrival of a new member will undoubtedly change the 
organization’s dynamics. Preparing the team about how the new hire will fit in 
is crucial: What are their responsibilities? Who will they be working with? Are 
they taking on any work from other team members? Stress that inclusivity is 
everyone’s responsibility. For instance, you can ask the new hire’s team to 
reach out before their first day. If team events happen before day one, you 
could also extend the invitation to the new employee so they feel included 
before starting their job. It will create a sense of psychological safety before 
the new hire’s first day. Indeed, supporting teams are critical.

 Paint the big picture. Approach onboarding with empathy. Remember what it 
feels like to be the “new one.” Help new hires feel they’re included for instance 
by sharing your organization’s current roadmap or providing an organizational 
chart depicting how the team shares responsibilities.

 Gender equity transparency. Be proactive and share your organization’s 
gender equity approach, goals, and progress. It represents an excellent 
opportunity to make a good impression on the new hire and invite their 
feedback. On Welcome Day, showcase your organization’s commitment to 
gender equity and diversity by including visible, authentic diversity 
representation in your presentations. Make sure your presenters can speak 
freely and answer questions on the gender equity goals of the organization.

 Guide to the city. Relocation can be scary, particularly for individuals from 
marginalized backgrounds. To alleviate such mental burden, be proactive and 
share with the new hire everything they need to know about their new place of 
residence: how to obtain a bank account, get tax identification information, 
enroll their children in school, etc. You should also provide information about  
local emergency services; general or specialty doctors (ex. gynecologists, 
abortion clinics,...); health community spaces (particularly those that offer 
special healthcare such as HIV+ support, PrEP, or STD testing); 2SLGBTQIA+ 
community spaces; mental health support services; cultural institutions; local 
religious spaces; etc. You can also ask your employees what they had to sort 
out when they relocated. Their experience will undoubtedly be useful to create 
more support documents.
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 Office maps. For a new employee, everything is new, unfamiliar, and 
sometimes impressive. Getting around the organization can be particularly 
stressful. By providing all new hires with office maps (describing the layout of 
the buildings, meeting rooms, and important social places like the cafeteria or 
lounge), you make sure that they are well-equipped to navigate this new 
environment. Don’t forget to add inclusive spaces (such as accessible 
entrances, meeting rooms and bathrooms, prayer rooms, parent-child rooms, 
quiet spaces, relaxation rooms, or first aid rooms) as many new hires often 
discover such spaces months later. Don’t forget to give a tour.

 Employee Resource Groups (ERGs). Creating a network where women and 
2SLGBTQIA+ new hires can come together and discuss issues they’re facing 
inside and outside the workplace is a must. It gives women and queer 
employees a safe space to share their experiences and create a sense of 
belonging. If your organization has ERGs, they should be visible from day one. If 
you or your employees want to create an ERG, make sure that the steps to do 
so are clear and accessible to all. Don’t forget to provide the (material, human, 
or monetary) resources, such as financial compensation and access to 
mentors and programs to help the group reach its goals. Be careful not to put 
the burden on your employees and make sure to compensate them 
accordingly.

 Names and gender pronouns. Consider the need for employees to use a 
name different from the one on their legal documents. Learn and teach your 
teams about deadnaming. A flexible names policy is not simply an 
administrative process, but a way to acknowledge trans identity. Folks who are 
not trans can also benefit from having a flexible names policy. Sharing and 
recognizing pronouns is crucial.

 Gender-focused mentorship program. A gender-focused mentorship 
program empowers new employees to tackle workplace bias, stereotypes, and 
discrimination. Mentors provide a safe space to strategize, enhancing self-
confidence and overall well-being. This relationship can expand to address 
relocation and administrative questions, forming a support network. There are 
a few steps to consider. First, identify the right mentors (based on their 
personal trajectory, professional experience, and knowledge) and ask them if 
they would be interested in mentoring the new hire. Second, establish goals 
and expectations (to ensure that everyone is on the same page). Third, 
schedule regular meetings between the mentor and mentee (to help them 
review progress). Finally, provide feedback. Don’t forget to celebrate the 
mentors' efforts along the way.
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Training is the second step to successful onboarding.  Inform the new hire about their 
daily job duties and any information they might need to set them up for long-term 
success. Once employees know exactly what they need to do, they can carry out the 
key functions of their role with more confidence. The role training step often involves: 
reviewing performance expectations; technical and process training; job shadowing; 
and safety training. Training helps new hires gain a better, solid understanding of their 
organizational role. While transitioning to their permanent role, the hires’ primary 
source of development and support is their direct supervisor. Managers must have the 
skills to support new hires: effective communication; strategies for growth and 
improvement; the importance of authenticity and respect; commitment to gender 
equity… The transition phase is also the occasion to offer long-term perspectives to 
new hires.

 Role Training and Transition [Months 1-3]


Good Practices

 Workplace inclusion training. Workplace inclusion training is a key 

component to creating cultures of belonging at work. Educating your 
employees on gender issues can take many forms, such as workshops, 
seminars, one-on-one training sessions… Overall workplace inclusion training 
should provide learning tools to your employees such as inclusive language 
resources and guides; unconscious bias, allyship, intersectionality, and gender 
equity training. You should pay particular attention to your organization’s 
leaders and managers. For instance, provide them with gender equity training 
and inclusive leadership training. Such training represents great opportunities 
for self-reflexivity, allowing them to recognize their own privileges, and 
ultimately lift the rest of their teams. All workplace gender inclusion training 
should ideally be developed in partnership with community partners.

 Discrimination reporting. Your organization MUST implement a clear, 
transparent, and accessible discrimination reporting process. The reporting 
process must be survivor-centric and independent of management and 
leadership. Make the process of getting support as easy as possible. Any 
complaints must be taken highly seriously.

 Partner and family inclusion. The success of employees’ relocation is also 
dependent on the happiness of their loved ones. Through organized 
networking and community events, your company can support new hires’ 
family members and partners to establish themselves socially. For instance, 
you could also offer them language lessons.
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The ongoing development step involves creating a long-term plan for your new hire’s 
continued career and personal growth. This third step should help new employees 
better picture how they can continue to grow within the organization. Invest in career 
development. You can also give new hires opportunities for growth through rotational 
assignments, cross-training, or platforms to showcase their ideas.

 Ongoing Development and Retention 
[Month 3 and beyond]


Good Practices


 Reverse mentorship program. Reverse mentoring pairs younger employees 
with executives to mentor them on fresh perspectives on various topics. As it 
inverses power dynamics, reverse mentorship acts as a structured, one-on-
one, relationship in the workplace designed to create opportunities for 
historically excluded groups.

 External community engagement. External community engagement is the 
process of building collaborative relationships with queer and feminist 
organizations outside your organization. Community partnerships are 
particularly efficient in mobilizing resources to influence change. To do so, you 
might want to first define the purpose of your association and establish 
strategic goals with your partner. Then identify the key stakeholders within the 
partnership (internally and externally) and create specific roles for each 
employee involved. You should also determine an annual budget as community 
partnerships often require donations.

 Career planning. Provide opportunities to explore career options. Your goal 
should be to give your employees all the tools they need for career planning. 
Help them explore their career options and learn the skills needed to keep 
growing.
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Good Practices


 Welcome feedback. Inclusive onboarding can offer mutual learning 
opportunities. Throughout their onboarding, you should provide new 
employees with regular opportunities to express themselves about their 
experience and what could be improved. Allowing new hires to freely articulate 
their feelings will contribute to bolstering their self-esteem and to projecting a 
positive identity during an often stressful and unsettling period.

 Give space and time for settling in. Giving new hires the time and space they 
need to digest all the new information is key to making someone feel 
supported. Never forget that everyone takes in information differently.

 Don’t place the burden on your 2SLGBTQAI+ and women staff. It’s not your 
2SLGBTQIA+ and women staff’s responsibility to educate your organization on 
gender equity. It is first and foremost your role to create a safe environment 
for everyone, regardless of their gender identity. For instance, you could 
provide your employees with a list of resources and references (e.g. websites, 
books/articles, documentaries/films/TV shows, and/or podcasts) that address 
gender biases and sexual-based violence.

Throughout inclusive onboarding, your organization 
should cultivate constant and meticulous 

reflexivity and a willingness to address its bias and 
limits. See below some tools to do so.

At all times
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Data Collection
Inclusive data collection is a critical step in assessing the efficiency of your 
organization’s internal processes and gender equity initiatives. Indeed, collecting data 
on gender disparities will allow you to gain a comprehensive understanding of the 
numerous – yet often understudied – challenges faced by women and 2SLGBTQIA+ 
collaborators both within your organization and the tech sector more broadly.

Why collect data?
The benefits of data collection are numerous:

Addressing gender disparities. Collecting data can allow your organization to 
identify potential internal gender disparities such as the underrepresentation of 
women and 2SLGBTQIA+ employees. Data collection helps assess the 
effectiveness and limits of your internal processes (e.g. recruitment, onboarding, 
etc.) and ensure that every employee or candidate is given equal opportunities 
regardless of their gender and/or sexual orientation. 

Tailoring gender equity initiatives. Data collection enables organizations to 
design targeted gender equity initiatives (e.g., mentoring programs or inclusion 
training) and thus create a more inclusive and safer work environment.

Retaining employees. To retain talent, organizations need first to understand 
their employees’ specific needs and/or concerns. Never assume that you know 
what is best for your collaborators, particularly the ones from marginalized 
backgrounds.

Boosting employees’ wellbeing. Collecting data respectfully and 
comprehensively can open up new spaces of collaboration and discussion with 
historically silenced communities. As women and 2SLGBTQIA+ employees feel 
they are heard and seen, data collection has the potential to boost their sense of 
belonging and their overall well-being.

Attracting new talents. Data collection also demonstrates your organization’s 
commitment to gender equity and its willingness to do and be better. It has the 
potential to attract talent.
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How?
There are two main types of data collection methods: qualitative and quantitative. 

Qualitative data is broadly defined as “data you can read.” It is appropriate 
when you want to assess the effectiveness of a program or understand your 
employees’ particular needs, concerns, and aspirations. See below how to collect 
qualitative data inclusively and respectfully:

 Interview: Make sure your participants reflect the various perspectives/
experiences within the target population. Use inclusive language and never 
assume anything about your interviewees. Think carefully about who will 
conduct the interview. Before starting the interview, explain the purpose and 
scope of your study and offer your participant the option to withdraw at any 
point. During the interview, be mindful of cultural differences and respectful 
of personal boundaries. Active, non-judgemental listening is crucial. You 
should also refrain from talking too much: pause and give your participants 
the time they need to answer. Following the interview, protect your 
interviewees’ anonymity and privacy.

 Focus group: The previous recommendations apply here. Additionally, be 
attentive to the power dynamics within the group and ensure that the 
facilitator encourages and amplifies the voices of individuals from 
marginalized backgrounds. Make sure that each participant has the 
opportunity to share their thoughts. When analyzing data, be mindful to 
highlight the diversity of opinions.

Quantitative data is defined as “data you can count.” Quantitative data is useful 
when you want to measure how widespread an issue is or evaluate the general 
impact of a program. See below how to collect quantitative data inclusively and 
respectfully:

 Diverse sampling: Ensure the sample population is diverse and 
representative of the target population. Consider factors such as age, gender, 
ethnicity, socio-economic status, and geographical location to avoid biases 
and include underrepresented groups.

 Random sampling: Ensure that the sample is randomly selected to represent 
a balanced distribution of all genders in the target population. This approach 
helps avoid overrepresentation or underrepresentation of any specific 
gender.

 Inclusive survey design: Use clear, unambiguous, accessible language. Avoid 
jargon. Use gender-neutral language and provide options beyond binary 
choices to accommodate diverse identities. Allow for multiple languages if 
necessary.
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 Gender-inclusive response options: When collecting demographic information, 
provide options beyond traditional male and female categories.

 Sensitivity training: Train survey administrators and researchers on gender 
disparities to prevent any potential challenges or issues that may arise during data 
collection.

 Pilot testing: Pretest the survey with a diverse group, including individuals of 
different genders, to identify and address any potential biases or issues.

 Inclusive data analysis: When analyzing data, consider subgroups and avoid 
generalizing findings on a dominant gender group. Disaggregate data to identify 
patterns and disparities within different demographics.

 Transparent reporting: Clearly communicate your limitations and acknowledge any 
potential biases or gaps in your findings.

 Identify your goals. What do you want to 
measure and why? For instance, if you 
want to get a general sense of your 
employees’ well-being, you might want to 
conduct a survey. If you want to get 
feedback on your onboarding process, you 
might want to conduct interviews or a 
focus group with the new hires. Depending 
on your goals, you can alternatively use 
qualitative methods, quantitative methods, 
or both (eg. mixed methodology).

 Identify your respondents. Who is your 
target?

 Conduct your study. Refrain from 
gathering personally identifiable 
information (i.e. contact information) or 
sensitive information (i.e. traumatic past 
experiences). When conducting in-person 
interviews or focus groups, make sure to 
create a safe, welcoming atmosphere. 
When surveying a population, be mindful of 
individual accessibility such as visual or 
auditory limitations.

Inclusive survey design: 
Use clear, unambiguous, 
accessible language. 
Avoid jargon. Use 
gender-neutral language 
and provide options 
beyond binary choices 
to accommodate 
diverse identities. Allow 
for multiple languages if 
necessary.

Steps
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 Create your data collection tools. Remember the KISS principle: “Keep It Short 
and Simple.” Regardless of the data collected (either qualitative, quantitative, or 
both), your data collection tools should not be too long or too complicated. 
Ensure that your tools match the respondent’s perspective and language level 
(i.e., avoid jargon). Group questions together by subject and position general, 
easier questions first. Before conducting your study, test out your tool with your 
team or community partners.

 Analyze your data. When analyzing your data, try to adopt a collaborative, 
bottom-up approach. Indeed, analysis often takes place away from the people 
being studied. This can lead to flawed, biased findings and can even harm your 
respondents and their communities. To prevent this from happening, incorporate 
communities’ interpretation of the collected data. Giving your respondents or 
community partners the chance to interpret the data can lessen the risk of 
incorrect and often detrimental interpretations.

 Share your results. After identifying your key findings, find compelling and 
appropriate ways to share your results. Design a dissemination plan that ensures 
reaching your audience through the channels most accessible to them. For 
instance, adopt an inclusive (i.e., nontechnical) language and use formats 
appropriate to individual accessibility.

 Gather feedback. Create opportunities for constructive criticism and feedback 
from your stakeholders both within and outside the organization (i.e., employees, 
community partners,...). Think carefully about which members you ask for 
feedback (they should be legitimate members of the community you are 
researching).

 Plan for program adaptation. Analyze and summarize stakeholder 
recommendations to adapt your program or approach. Consider which changes 
need to be implemented right away. You also need to evaluate which adaptation 
is most realistic in the near future given your resources.

 Disposition. Disposition is the stage at which we destroy or archive data, either 
completely or partially. Remember that data collectors NEVER “own” data more 
than the respondents. Be transparent about your plans regarding the data after 
the project ends. You should also allow your participants to request the 
destruction of their data if they want to.
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Things to keep in mind
 Protect your participants’ rights and anonymity. Implement 

safeguarding guidance to ensure the participants’ privacy. Always 
incorporate informed consent, even if not formally required. Offer your 
participants the option to opt out of the study whenever they want to.

 Be transparent about your goals, your dissemination methods, and 
your limitations. Informing your participants – particularly the ones 
from marginalized backgrounds – about the kind of information 
collected, your study’s purpose, and the potential risks and benefits is 
fundamental. Be transparent about why you are collecting data and 
how your choices were made due to access, budget, time, and which 
perspectives were included or not.

 Be careful not to categorize your respondents. Use open-ended 
questions so your participants can define themselves in their own 
words (eg. gender, pronouns).

 Consider how power dynamics may impact your data collection. 
Make sure that everyone feels free and comfortable to express 
themselves. Be intentional about who from your team will collect the 
data. Be self-reflexive and address your own biases and resistances.

 Make sure that your data collection tools are comprehensive and 
understandable. Avoid jargon and technical language. Use a format 
that is accessible.

 Avoid undue burden. Limit the emotional and mental labor it takes for 
people to respond by removing the collection of nonessential elements.

 Be accountable. Both during and after collecting data, be responsible 
for your actions and open to constructive criticism.
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