This is a guide only and should be adapted to your industry and circumstances.

Inclusive Onboarding Checklist for Small and Medium Business
Using Social Enterprise as a Best-Practice Vehicle

Introduction:
[Company Name] is committed to fostering an inclusive workplace where every employee feels valued, respected, and supported. As a business, we prioritise equity, diversity, and meaningful employment opportunities for individuals from all backgrounds, including those facing barriers to work. This checklist is designed to ensure an inclusive onboarding experience that empowers employees and aligns with our social impact mission.

Preparing for Employee Arrival
· Has a welcome email been sent outlining workplace expectations and providing details about the onboarding process?
· Can the new employee visit the workplace before their start date to familiarise themselves with the environment and meet key team members?
· Have accessibility considerations (parking, building access, assistive technologies, or workplace modifications) been provided upfront?
· Has the employee been given the opportunity to disclose any specific accommodations they may need?

Accessibility Considerations
· Has a needs assessment been conducted to identify accommodations for the new employee?
· Are all onboarding materials accessible (e.g., large print, digital formats, captioned videos, easy-read documents)?
· Are onboarding sessions scheduled flexibly to accommodate personal needs, such as carer responsibilities or medical appointments?

Tailored Onboarding Plan
· Is there a personalised onboarding plan that considers the employee’s background and experience?
· Has a buddy or mentor been assigned to support the employee, especially for those who may be neurodiverse or from a marginalised background?
· Are clear instructions and expectations provided for each stage of onboarding, including training, team introductions, and role-specific learning?

Inclusive Training and Development
· Is the employee enrolled in diversity, equity, and inclusion training to reinforce the organisation’s commitment to social impact?
· Is there unconscious bias awareness training to ensure an inclusive and welcoming environment?
· Are there career development opportunities that promote equal access to professional growth, particularly for employees from disadvantaged backgrounds?

Building a Supportive Community
· Are opportunities provided for new employees to connect with their colleagues and build relationships?
· Are social events, team-building activities, and networking opportunities inclusive and accessible to all employees?
· Is there a safe space for employees to voice concerns or suggestions for improvement?

Regular Check-ins and Feedback
· Have weekly check-in meetings been scheduled to assess employee progress and provide support?
· Is there a structured process for gathering employee feedback about their onboarding experience, focusing on continuous improvement?
· Are managers trained to be approachable, empathetic, and supportive of employees facing unique challenges?

Celebrating Diversity and Inclusion
· Does the company actively recognise and celebrate diversity, highlighting employees' contributions from different backgrounds?
· Are there company-wide events and initiatives promoting inclusivity, such as cultural awareness campaigns and community outreach?
· Does the organisation showcase success stories of employees from diverse backgrounds to inspire others?

Why Social Enterprises Lead in Inclusive Employment
Social enterprises are uniquely positioned to pioneer best practices in inclusive employment by embedding purpose-driven policies into their operations. By prioritising diversity and actively removing barriers to work, SMEs can create meaningful employment pathways and contribute to a more equitable economy.
This checklist ensures that your onboarding process reflects these principles, making your business a leader in ethical employment and social responsibility.


