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1. Purpose
[Company Name] is an equal opportunity employer. This policy sets out our commitment to fair access to employment and growth for everyone, and the steps we take to make our workplace inclusive.
2. Scope
It covers recruitment, pay, training, promotion, transfers, benefits and separation for all applicants and employees, and applies to everyone involved in those decisions.
3. Definitions
1. Protected characteristics: gender, gender identity, sexual orientation, religion, caste, tribe, region, language, disability, age, marital status, pregnancy, HIV status and any other ground protected by law.
1. Reasonable accommodation: necessary and appropriate modification to enable equal participation.
1. Equal pay: the same remuneration for the same work or work of similar nature.
4. Policy
1. All employment decisions are based on merit, qualifications, performance and business needs.
1. Job advertisements carry the statement: "[Company Name] is an equal opportunity employer. We welcome applications from all qualified candidates, including persons with disabilities."
1. Men and women receive equal pay for the same work or work of a similar nature.
1. Persons with disabilities are provided reasonable accommodation in recruitment and at work.
1. Pregnant employees and new mothers receive statutory maternity benefits and reasonable adjustments; creche facilities are provided as required by law.
1. Religious observance is accommodated where practical, e.g., through restricted holidays and prayer breaks.
1. Premises at [Work Location] are made accessible, with ramps, accessible washrooms and [other facilities].
5. Procedure
1. Requests for accommodation are made to [HR Name] confidentially and answered within [Number] working days.
1. HR collects diversity data voluntarily and anonymously, and reports trends annually to leadership.
1. Interviewers complete training on fair selection before joining panels.
1. Concerns of unfair treatment are handled under the Anti-Discrimination Policy.
6. Responsibilities
1. Leadership: set inclusion goals and resources.
1. HR: fair processes, accommodation, data and reporting.
1. Managers: make merit-based decisions and support inclusion.
1. Employees: treat colleagues with respect.
7. Non-compliance
Decisions that breach this policy may be reversed, and those responsible may face action under the Disciplinary Policy.
8. Review & Approval
HR will review this policy and diversity data annually.
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