
Anti-Discrimination
Hiring Compliance
This playbook outlines steps for employers to ensure

anti-discrimination compliance during the hiring process

to adhere to equal opportunity regulations and promote

fairness.

Step 1: Policy Review 

Review and update the company's anti-discrimination policies to

ensure they reflect current laws and promote equal opportunity in

the hiring process.

Step 2: Training 

Conduct regular training sessions for HR personnel and hiring

managers on anti-discrimination practices and equal employment

opportunity (EEO) laws.

Step 3: Job Posting 

Craft job advertisements and descriptions that are neutral and focus

on the essential qualifications and responsibilities without

discriminatory language or criteria.

Step 4: Application Screening 

Implement a consistent and fair screening process for applications

that focuses on qualifications and experience, avoiding biases related

to race, gender, age, etc.



Step 5: Interview Guidelines 

Develop standardized interview questions that relate directly to job

requirements and provide training on avoiding unconscious biases

during interviews.

Step 6: Document Procedures 

Maintain thorough documentation of the hiring process, including

reasons for candidate selection or rejection, to ensure decisions are

based on merit.

Step 7: Regular Audits 

Perform regular audits on the hiring process to identify any

discriminatory patterns or practices and take corrective action if

necessary.

General Notes

Legal Compliance 

Stay informed about local, state, and federal anti-discrimination laws

as they can change and might have different requirements.

Accessibility 

Ensure that the hiring process is accessible to individuals with

disabilities, providing reasonable accommodations as needed.



Diversity Goals 

While striving for non-discriminatory practices, set diversity goals to

encourage a more inclusive workforce that reflects the community

served.
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