
Inclusive Hiring & Onboarding Toolkit
A governance guide for building accessible, inclusive hiring and onboarding practices

Scope
This toolkit applies to hiring and onboarding practices for employees and contingent workers, where 
applicable. Implementation may vary based on role requirements, legal obligations, and organizational 
context.



Why Inclusive Hiring & Onboarding Matters

Expand Your Talent Pool

Inclusive hiring practices open 
doors to skilled professionals 
who might otherwise be 
excluded, broadening your 
access to diverse talent and 
perspectives.

Mitigate Legal & Reputational 
Risk

Accessibility failures can expose 
your organization to legal 
challenges and damage your 
employer brand. Proactive 
compliance protects your 
reputation.

Reduce Bias & Enhance 
Experience

Consistent, structured 
processes minimize 
unconscious bias while creating 
a welcoming experience that 
strengthens retention and 
engagement from day one.



Defining Roles & Responsibilities
Clear ownership is vital for an inclusive hiring and onboarding process. These roles ensure accountability and 
effective implementation at each stage, fostering an environment where accessibility is a shared commitment.

Job Descriptions

Hiring Manager + HR: Responsible for crafting 
inclusive, clear, and bias-free job descriptions that 
accurately reflect essential functions.

Interviews

Hiring Manager + Interview Panel: Accountable for 
structured, fair, and accessible interview 
processes, including providing necessary 
accommodations during evaluation.

Accommodations

HR / People Ops: Manages and facilitates 
reasonable accommodations throughout the hiring 
process and for new employees to ensure equal 
opportunity.

Tools & Onboarding

IT + People Ops: Ensures accessible technology and 
a welcoming, inclusive onboarding experience for all 
new hires, from equipment setup to cultural 
integration.



Inclusive Job Description Checklist

Essential Elements

Focus on outcomes rather than physical presence 
or specific work arrangements

Avoid unnecessary degree, location, or rigid 
schedule requirements

Use plain language and accessible formatting 
throughout

Include clear accommodation statement 
encouraging requests

Ensure application instructions don't rely on time 
pressure or visual-only cues

Pro Tip: Have multiple team members review 
job descriptions to identify potential barriers 
or exclusionary language before posting.

Ready-to-Use Accessibility Commitment Statement

We are committed to building an inclusive and accessible workplace. Accommodations are available throughout 
the hiring process and during employment. Candidates are encouraged to request support at any stage.

Adapt this language based on your jurisdiction and legal requirements. Include contact information for 
accommodation requests.



Interview Accessibility Checklist

Proactive Communication

Inform candidates in advance 
that accommodations are 
available and provide clear 
instructions for requesting 
support.

Flexible Interview Formats

Offer multiple options 
including video, phone, or 
asynchronous interviews to 
accommodate different 
needs and preferences.

Enable Live Captions

Activate captions by default 
for all virtual interviews to 
support candidates who are 
deaf, hard of hearing, or 
benefit from visual 
reinforcement.

Share Questions in Advance

When appropriate, provide interview questions 
ahead of time to reduce anxiety and allow 
candidates to prepare thoughtful responses.

Train Your Interviewers

Ensure all interviewers complete training on 
inclusive practices, unconscious bias, and 
accommodation protocols.

Do not ask candidates to disclose disabilities or medical information as part of the interview process.



New-Hire Accommodation Process

A simple, confidential, and collaborative approach to supporting every employee

1

Inform

Employee receives clear 
information about 
accommodation options during 
onboarding

2

Request

Confidential submission to HR or 
People Ops through accessible 
channels

3

Collaborate

Interactive discussion focused on 
needs and solutions, not medical 
disclosure

4

Implement

Accommodation provided 
promptly with clear timeline and 
responsible parties

5

Adjust

Regular check-ins ensure ongoing 
effectiveness and allow for 
refinements. If accommodations 
are delayed or disputed, 
employees should have access to 
a confidential escalation path 
within People Operations or 
leadership.

Key Principle: Emphasize confidentiality and shared responsibility. Medical documentation should only be 
requested when legally necessary.



Onboarding Accessibility Checks

1

Technology & Tools

Verify core tools meet WCAG 2.2 AA standards (or the highest applicable legal requirement).

Confirm compatibility with common assistive technologies (screen readers, voice recognition)

Test platform accessibility with actual users when possible

Include third-party platforms used during onboarding (ATS, LMS, HR systems) in accessibility 
verification.

2

Documentation

Provide all onboarding materials in accessible formats (Word, PDF/UA, HTML)

Use plain language, clear headings, and logical structure

Include alt text for images and transcripts for videos

3

Meetings & Communication

Enable captions by default in all virtual meetings

Make cameras optional to reduce cognitive load and bandwidth concerns

Offer asynchronous alternatives for information sharing



Governance & Continuous Improvement
Leadership Responsibility

Inclusive hiring and onboarding are core leadership responsibilities, not HR tasks alone. Executives and managers 
must champion accessibility and model inclusive behaviors.

Regular Review Cycles

Conduct quarterly reviews of hiring and onboarding processes to identify barriers, gather employee feedback, and 
implement improvements based on evolving needs.

Accessibility as Experience

Accessibility isn't a one-time compliance checkbox4it's an integral part of employee experience that requires ongoing 
attention, resources, and commitment.

Track accommodation request response time and unresolved onboarding accessibility issues as 
governance indicators.

Important Note: This toolkit provides guidance, not legal advice. Organizations should adapt these 
recommendations to their specific regulatory environment, operational context, and legal requirements.
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