


 

ESGmark® Quick Guide to Diversity and Inclusion 

What is Diversity and Inclusion? 

In the simplest possible terms, diversity is the mix and inclusion is getting 
the mix to work well together – a diversity and inclusion policy should take 
the theory and make it applicable to your business and workforce. 

Diversity for Social Impact defines this beautifully when it says 
“Inclusion is about each person feeling valued and connected. Everyone 
thrives in an environment where our inherent worth is recognized… 
Diversity is about a rich mix of differences. It encompasses all the 
dimensions that make each person one of a kind, including ethnicity, race, 
age, style, gender, personality, beliefs, experiences, sexual orientation and 
more. Psychological, physical, and social differences that occur among all 
individuals.” 
Historically, employers were expected to produce an Equal Opportunities 
report that outlined their commitment to gender equality in the 
workplace. As society’s understanding of what equality looks like as a 
concept has moved far beyond simply providing loos for the ladies, so too 
has business’ understanding of what that should look like in the 
workplace. 
Diversity and Inclusion (D&I) has come to be recognised as critical 
workplace policy for companies across the industry spectrum. Not only is it 
a moral imperative, if nothing else it is a business advantage. A happier, 
more settled workforce is more productive, and a workforce with a whole 
host of opinions, backgrounds and ideas is more creative. 

Defining workplace diversity 

D&I are either said together in the same breath or the two words are used 
interchangeably. In both scenarios the outcome is the same – there ends 
up being no meaningful difference in what distinguishes the words. 
However, it is important to understand the difference and the impact they 
can each have on an organisation’s culture. 

Diversity: diversity focusses on the ‘who’, i.e. the makeup of your workforce 
and, in particular, understanding, accepting, and valuing the different 
personal, physical, and social characteristics of the people who work for 
you. This includes, amongst other characteristics, gender, ethnicity, sexual 
orientation, religion, education, physical ability and disability and age. It’s 
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important to note that it also includes other characteristics that are not 
currently protected under discrimination law (for example, social mobility). 
Inclusion: an inclusive workplace means everyone feels valued at work. It 
lets all employees feel safe to come up with different ideas and let’s them 
know that managers actively encourage them to raise issues, suggestions 
and concerns. Inclusion is to encourage employees to try doing things 
differently to how they’ve been done before, with management approval. 

Adding in equity 

Many organisations are adding “ equity” into their policy mix. A truly 360 
degree D&I policy should be inherently equitable because its aim is to 
create a balanced, non-judgemental, welcoming work place for all. 

Equity levels the playing field. It is an organisation’s guarantee of fair 
treatment, access, opportunity, and advancement for all, while pro-actively 
identifying and eliminating any barriers that might prevent full 
participation of some groups. Equity is promoting impartiality and fairness 
within the systems, procedures, processes, and distribution of resources 
within your company. 

Having a workplace D&I policy 

Current law is a long way behind the social conscience when it comes to 
D&I. The last serious attempt to create a binding legal framework on the 
issue was in 2010 and produced the Equality Act. This was and remains 
focused on an individual’s rights within their given employer ie. it is very 
person specific and company specific. There is no broad requirement for all 
organisations to maintain a diversity and inclusion policy, maintain any kind of 
diversity audits or to take positive steps towards a diversity and inclusion agenda. 

Companies with an awareness of social trends, an appreciation of their workforce 
and – likely – an eye on future regulation are therefore pro-actively implementing a 
D&I policy that takes all these factors into account. 

This is a preview. 

Join us to gain full access to all of our policy guides
and templates along with other exclusive benefits. 

If you have any questions please contact a
member of the team at info@esgmark.co.uk

https://www.esgmark.co.uk/join-us
https://www.esgmark.co.uk/benefits-1
mailto:info@esgmark.co.uk


 

As with our other policy guides, a critical feature of having a guide is often 
awareness; employees must be aware of these guidelines as a first start to 
making them a reality in the workplace. Therefore your D&I guide should 
ensure everybody knows: 
• the business supports and treats everyone fairly 
• what kind of behaviour is expected of them 
• about discrimination and the law, and what is not acceptable 
• where to find the procedures for resolving any problems 
Your policy could also point employees to any extra activities or services 
that your workplace offers, such as: 

• staff networks 
• employee assistance groups or programmes 
When developing a staff-focused social policy of this nature, you should: 

• consult with your employees and any representatives 
• follow any existing consultations or arrangements with 
employees or their representatives 
• make an action plan including what steps will be taken to make 
sure the policy is put into everyday practice 

The action plan should include: 

• how to get staff on board, for example training for all staff so they 
all understand the policy, and what needs to happen to make it 
work in practice 

• how to best monitor and measure if the policy and plan are 
working as intended, and record those results 

• how to work out if the policy is effective and what needs to 
change 

• who will put the policy and plan into practice and by when 
• (for more on this, see final section “Notes for a successful D&I 
rollout”) 



 

If you run a small business or fly solo 

Running a small business with a small team needn’t mean you can’t 
involve a D&I focus in your daily business decisions. The same even goes for 
a business-of-one. 

Small businesses can still train staff around creating the most inclusive 
workplace possible – surely all the more important if there are only a few of 
you? If and when you do bring on a new hire, ensure you have advertised 
the role on as many different platforms as possible to ensure applicants 
from a broad spectrum of what society has to offer. Consider looking 
beyond qualifications to potential – unless you need very specific technical 
skills, people are surprisingly adept at picking up new competencies when 
given the right environment (even if they start from scratch). 

Importantly, any business can have a diverse and inclusive network – be 
that consumers, clients, suppliers or customers. If you have a small 
business or organisation and feel you do not have enough resources to 
implement a full blown action plan, you can still do what you can. For 
example, broaden the diversity of your supplier list and contacts. Reach 
out to consumers outside your ‘usual’ targets. D&I is outward looking as 
well as inward looking. 

Common sense and legal guidance 

A good D&I policy does just that – it invites diversity into the workforce. The 
Cambridge dictionary definition of diversity lists it as 
“the condition or fact of being different or varied; variety”. Inherent to 
variety is difference and different people have different opinions, 
ideologies, beliefs and values. The two most difficult parts of D&I are 
getting the people-mix right, and then keeping all the divergent ideas in 
happy balance. One of the key elements to a truly diverse and inclusive 
culture is that employees feel that they have the psychological safety to 
express their views, opinions and concerns. It is not difficult to imagine 
situations where the beliefs and practices of one group may conflict with 
the beliefs and practices of another. 
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The Equality Act of 2010 lists as ‘protected’ the following characteristics: 
gender, race, disability, age, religion, belief, sexual orientation, gender 
reassignment, marriage and civil partnership, pregnancy and maternity. 
(Note, social class origin is not a protected characteristic.) 
There are already legal precedents that seek to fairly settle sincerely held, 
traditional religious values against LGBTQ+ rights. (for some compelling 
examples, see Ladele vs. London Borough of Islington; or Smith vs. Trafford 
Housing Trust) . 

A functional D&I policy needs to be led from the top to ensure that every 
member of staff understands their value to the company. It also signals 
that grey areas or disputes will be handled with the utmost seriousness. 

Diversity is an ongoing conversation, with waves of minorities ‘breaking 
through’ as time goes by – look at the introduction of women to the 
workforce (in positions other than typists) in the 1960’s; widespread 
acceptance of BAME candidates in the 1980’s; gay rights in the 1980’s and 
1990’s; and currently the trans-rights movement. Even where current 
priorities relate to a specific strand of diversity, the employer should 
maintain an inclusive approach to all strands that make up their workplace 
diversity. Any concerns raised about the D&I policy, or regarding a specific 
incident, should be used as an opportunity to explore the issue and share 
experiences. Linklaters calls this ‘calling in’ as a counter point to ‘calling 
out’ I.e. exploring a comment or incident to understand the individual’s 
point of view before judging it as unacceptable – it opens the door to an 
explanation and reconciliation rather than triggering an immediate 
confrontation. 

Common sense will dictate how best to mediate most situations of this 
nature. However, as with any workplace issue, there should always be final 
recourse to proper legal counsel to ensure the most effective, fair and 
legally acceptable solution. 
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Final thoughts 

It’s almost impossible now to imagine a workplace where it’s strictly 
monoculture. Travels, urbanisation and social media have widened our 
horizons and allowed us to better understand the world around us. A 
successful D&I policy brings the world around us into the workplace and 
turns it into a positive, productive and welcoming workforce. 

To request our Diversity and Inclusion policy template, please email us 
at info@esgmark.co.uk 

If you have any questions or need further help in putting your D&I policy in 
place, please do not hesitate to contact the ESGmark® team. 

A policy roll out takes place at a given moment in time, but the practical
changes that take place as a result always takes time – particularly when it
comes to recruitment and the make up of the workforce. 

As part of your initial policy research, the best first step we recommend is 
checking your company’s existing status quo. Any change or improvement 
you seek to make needs to be measured against a ‘baseline’ initial survey 
of your workforce. 
Putting your policy into action 

Employers, managers and employees should all understand the 
importance of equality, diversity and inclusion in all areas of work, 
including: 

• recruiting new staff 
• training and promoting existing staff 
• equal pay 
• religious beliefs and practice 
• dress code 
• unacceptable behaviour 
• the dismissal of staff 
• redundancy 
• different types of leave for parents 
• flexible working 

 

Notes for a successful D&I Policy roll out: 
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Recruitment 

When looking to hire new staff, you should advertise in at least 2 different 
places to reach a wide range of people from different backgrounds. 

You can also promote your values as an equal opportunities employer and 
how you welcome applications from: 

• anyone who believes they meet the essential requirements of 
the job 

• anyone under-represented in the organisation (termed positive 
action) 
For example, you might say that applications from qualified candidates 
with disabilities are welcome. 

Sensitively put questions around the candidates’ secondary school (such 
as whether it was state-run or fee-paying, selective on academic or faith 
based criteria) help to build up a profile of their background. 

If you take positive action, you must be able to prove it’s been reasonably 
thought through and does not discriminate against others. 

You could get managers trained on skills that help them including: 

• use the job description and person specification to choose the 
best applicants 
• have an inclusive attitude 
• avoid making decisions based on what they think or believe 
about a person because of their protected characteristics 
('unconscious bias') 
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Training and development 

Equality, diversity and inclusion should also have a place in the training, 
development and promotion of staff. This includes: 

• training and development for employees and managers, for 
example, so staff have access to opportunities without prejudice 

because of a protected characteristic 
• new staff inductions, for example, so everyone gets on board 
straight away with the equality, diversity and inclusion policy 
• performance review processes and promotions, for example, so 

there are no questions about whether or not an employee fits in 
because of their protected characteristic 
Training should show why it's important to value everyone's differences 
and how to do this. Employees should feel they can apply for more senior 
roles, regardless of a protected characteristic. 

Equal pay 
Check regularly that all employees doing equal work have equal: 

• pay 
• benefits 
• terms and conditions in their employment contracts 

The equal pay law is aimed at equal pay for men and women doing equal 
work. But pay discrimination claims could be made for any protected 
characteristic, for example age, disability, race or religion. 

Benchmarking company roles and ensuring that information on salary 
brackets are available to staff is a valuable way to maintain a fair and equal 
remuneration system. 



Dress code 

You should check your workplace dress code does not discriminate 
against any protected characteristics and allows employees to uphold 
their traditional religious and cultural beliefs. 

Religious beliefs and practice 

The law protects from discrimination, harassment and victimisation 
because of: 

• religion 
• religious belief 
• having less belief than someone else or no belief 

You should make sure that all employees are treated fairly, regardless of 
their beliefs or lack of belief, and address any issues as soon as possible. 

For example, you find out there’s religiously offensive graffiti in the staff 
toilet. You should make sure it’s removed as soon as possible and that the 
incident is thoroughly investigated and handled fairly. 

You should also try to agree to employees' requests, where reasonable, for 
time off for religious festivals and to pray at work. Refusing a request for 
religious practice without a good business reason may be discrimination. 
This could also apply to other things such as dietary requirements. 

Religion and belief discrimination can be a complex area. For help on this 
please contact the ESGmark® team to discuss. 



Unacceptable behaviour 

Your workplace policies and practices should make clear what counts as 
unacceptable behaviour at work. 

You should follow full and fair grievance and disciplinary procedures – 
outlined in documents publicly available to your staff. 

Dismissals 

If you dismiss someone because of a protected characteristic, it could be 
discrimination and they could claim unfair dismissal at an employment 
tribunal. 

If someone is bullied or harassed but you do nothing to stop it and they 
leave their job, they could claim constructive dismissal at an employment 
tribunal. 

Redundancy 

When selecting staff for redundancy, you should be careful to not make 
decisions affected by unconscious bias and protected characteristics. 

Parents who are on leave 

You should make sure employees do not miss out on job or training 
opportunities and are informed about any important matters and changes 
in their workplace. This includes those who are away from work because of: 

• antenatal appointments 
• pregnancy 
• maternity leave 
• paternity leave 
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•
•
• 

adoption leave 
shared parental leave
caring for children 

Flexible working 

Allowing employees flexible working where possible could avoid the risk of 
discrimination against an employee because of a protected characteristic. 
All employees have the legal right to request flexible working, not just 
parents or carers – however, it is worth noting that women remain the 
main carers for a couple’s children. 

To deal with a flexible working request, employers should: 

• assess the advantages and disadvantages of the application 
• hold a meeting to discuss the request with the employee 
• consider the needs of the wider workforce and ensure any 
arrangements do not negatively impact the employees fellow 
workers 
• offer an appeal process should the request be refused 

Communication 
Employees are more likely to get on board with your organisation's 
purpose and values if they: 

• feel valued 
• are clear what the organisation's purpose and values are 

• understand how they play a part in achieving your organisation's 
goals 
To help employees feel included in your organisation, we suggest: 

• talking openly with them 
• letting them know how the business is doing 
• being clear about any changes, decisions or plans 

You could also hold open meetings where employees can meet and ask 
senior managers questions. 



Promote inclusive events and activities 

You could also hold activities and events that encourage inclusion in the 
workplace, such as: 

• Black History Month 
• LGBT History Month 
• Mental Health Awareness Week 

Leadership 

You and any senior managers should be role models for inclusive 
behaviour. 

It's good practice to: 

• encourage everyone to have a more inclusive attitude 
• give managers training that helps them see the importance of 
their role in shaping your workplace culture 

• have an equality, diversity and inclusion champion at senior level 
who can speak up for under-represented groups and flag any 
issues that need addressing 

• look out for signs of discrimination, inequality and exclusion, and 
address them as soon as possible 

This is a preview. 

Join us to gain full access to all of our policy guides
and templates along with other exclusive benefits. 

If you have any questions please contact a
member of the team at info@esgmark.co.uk
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