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Checklist for outreach, recruitment and retention 

Outreach 

❑ Actively participate in university’s undergraduate identity-based groups and initiatives  

❑ Actively take part in summer undergraduate research programs  

Recruitment 

❑ Create an inclusive job posting and warm climate statement 

❑ Use the same set of interview questions for all applicants and have a pre-established 

rubric for evaluating applicants 

❑ Monitor regularly efficacy of hiring for equitableness  

❑ Be intentional in seeking out and identifying promising students, especially those of 

equity-deserving groups, to invite to consider pursuing graduate studies  

Inclusion 

❑ Consider having an ombudsperson to help with navigating equity/diversity/inclusion 

concerns 

❑ Actively promoting EDI and identity-based conferences, professional developments and 

journal clubs 

❑ Consider creating a formal mentorship program and/or encouraging a strong dynamic 

culture of mentorship 

❑ Be attentive to possible workplace accommodations that members may require 

❑ Actively work on improving the workplace environment and implementing EDI best 

practices 

❑ Be proactive in having regular discussions surrounding equity/diversity/inclusion issues 

and topics during meetings 
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Workplace Accommodations 

Accommodations category  Resources + Possible accommodations  

Office supplies/environment 
 

• Height adjustable desk purchasing guide 

• Height adjustable platform guide 

• Office chair purchasing guide 

• Office chair ergonomics criteria  

• Office accessories 

o Mice 

o Keyboards 

▪ High visibility keyboards 

o Palm rests 

o Back rests and seat cushions 

o Riser for monitors and laptops 

o Footrests  

o Anti-fatigue mats  

o Keyboard trays 

o Monitor arms 

o Corner makers 

o Staplers 

o Floor and task lamps  

• Feminine hygiene products  

• Quiet spaces and/or provide earplugs/noise 

cancelling headphones  

Health accommodations • Flexibility in the start and end times of 

working hours to accommodate effects of 

required medications and medical 

appointments  

• Allowing for short term and long term 

disability leave 

• Flexibility with working from home 

Accessible meetings • Considerations for holding an accessible 

meeting remotely and in person 

Digital office documents • Accessibility guides for powerpoint, Google 

docs, Google sheets, Google slides, Apple 

pages, Apple numbers, Apple keynote 

• Creating accessible documents from 

scratch/accessible formatting 

• Writing alternate text for images 

• PowerPoint accessibility features 

• Accessible Google slides 

o Navigate Google Slides for people 

who use screen readers 

Assistive technology  • Glossary of types of assistive technology 

possible to fulfill accommodation requests 

https://hr.ubc.ca/sites/default/files/2020-09/Height%20Adjustable%20Desks%20Purchasing%20Guidelines%201_2.pdf
https://hr.ubc.ca/sites/default/files/documents/Sit.Stand%20Platforms%20Purchasing%20Guidelines%202023.pdf
https://hr.ubc.ca/sites/default/files/documents/HR%20Training%20Room%20Chairs.pdf
https://hr.ubc.ca/sites/default/files/wp-content/blogs.dir/39/files/UBC-Guidelines-for-Purchasing-an-Office-Chair.pdf
https://hr.ubc.ca/sites/default/files/documents/Mice.%20Ergonomic%20Equipment%20Purchasing%20Guide.pdf
https://hr.ubc.ca/sites/default/files/documents/Keyboards.%20Ergonomic%20Equipment%20Purchasing%20Guide_0.pdf
https://www.keyboardspecialists.co.uk/collections/highvisibilitykeyboards
https://hr.ubc.ca/sites/default/files/documents/Palmrest.%20Ergonomics%20Equipment%20Purchasing%20Guide.pdf
https://hr.ubc.ca/sites/default/files/documents/Backrest%20and%20seat%20cushions.%20Ergonomic%20Equipment%20Purchasing%20Guide.pdf
https://hr.ubc.ca/sites/default/files/documents/Risers%20for%20monitors%20and%20laptops.%20Ergonomic%20Equipment%20Purchasing%20Guide.pdf
https://hr.ubc.ca/sites/default/files/documents/Footrest.%20Ergonomic%20Equipment%20Purchasing%20Guide.pdf
https://hr.ubc.ca/sites/default/files/documents/Anti-Fatigue%20Mat.%20Ergonomic%20Equipment%20Purchasing%20Guide.pdf
https://hr.ubc.ca/sites/default/files/documents/Keyboard%20Trays.%20%20Ergonomic%20Equipment%20Purchasing%20Guide.pdf
https://hr.ubc.ca/sites/default/files/documents/Monitor%20Arms.%20Ergonomic%20Equipment%20Purchasing%20Guide_0.pdf
https://hr.ubc.ca/sites/default/files/documents/Corner%20Maker.%20Ergonomic%20Equipment%20Purchasing%20Guide.pdf
https://hr.ubc.ca/sites/default/files/documents/Staplers.%20Ergonomic%20Equipment%20Purchasing%20Guide.pdf
https://hr.ubc.ca/sites/default/files/2024-03/Floor%20and%20Task%20Lamps.pdf
https://accessibleemployers.ca/wp-content/uploads/2021/08/CMHA_Mental-Health-Works-Guide.pdf
https://accessibleemployers.ca/wp-content/uploads/2021/08/CMHA_Mental-Health-Works-Guide.pdf
https://accessibleemployers.ca/wp-content/uploads/2021/08/CMHA_Mental-Health-Works-Guide.pdf
https://accessibleemployers.ca/wp-content/uploads/2021/08/CMHA_Mental-Health-Works-Guide.pdf
https://www.ohrc.on.ca/en/policy-preventing-discrimination-based-mental-health-disabilities-and-addictions/13-duty-accommodate
https://www.ohrc.on.ca/en/policy-preventing-discrimination-based-mental-health-disabilities-and-addictions/13-duty-accommodate
https://www2.gov.bc.ca/gov/content/home/accessible-government/toolkit/meetings-and-events/meetings
https://www2.gov.bc.ca/gov/content/home/accessible-government/toolkit/meetings-and-events/meetings
https://pressbooks.library.torontomu.ca/docs/front-matter/how-to-use-this-resource/
https://pressbooks.library.torontomu.ca/docs/front-matter/how-to-use-this-resource/
https://pressbooks.library.torontomu.ca/docs/front-matter/how-to-use-this-resource/
https://accessibility.mcmaster.ca/digital-accessibility/alternative-formats/
https://accessibility.mcmaster.ca/digital-accessibility/alternative-formats/
https://webaim.org/techniques/alttext/
https://webaim.org/techniques/powerpoint/
https://accessibility.umn.edu/how-learn-more-content
https://support.google.com/a/answer/1631886?hl=en#h3_slides
https://support.google.com/a/answer/1631886?hl=en#h3_slides
https://makeitfable.com/glossary/
https://makeitfable.com/glossary/
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• Screenreaders 

o JAWS 

o TalkBack and Android Accessibility 

Suite 

o VoiceOver on iPhone 

o NVDA for Windows 

• Close captioning tutorials 

• Audio description guidelines 

• Sensus Access: online document conversion 

system (transformation of text and image-

based file types into different formats) 

https://www.engiqueers.ca/conference-2024   

Accessibility web checker tools • Automated testing tools 

o Wave Web Accessibility Evaluation 

Tool 

o Wave Chrome or Firefox extension 

o Lighthouse in Chrome Dev Tools 

• Color Oracle: color blindness simulator 

 

 

 

https://www.freedomscientific.com/products/software/jaws/
https://play.google.com/store/apps/details?id=com.google.android.marvin.talkback&pli=1
https://play.google.com/store/apps/details?id=com.google.android.marvin.talkback&pli=1
https://support.apple.com/en-ca/guide/iphone/iph3e2e415f/ios
https://www.nvaccess.org/about-nvda/
https://accessibility.mcmaster.ca/digital-accessibility/captioning-and-audio/
https://www.w3.org/TR/2012/NOTE-WCAG20-TECHS-20120103/G173
https://accessibility.mcmaster.ca/digital-accessibility/sensusaccess/
https://accessibility.mcmaster.ca/digital-accessibility/sensusaccess/
https://accessibility.mcmaster.ca/digital-accessibility/sensusaccess/
https://www.engiqueers.ca/conference-2024
https://wave.webaim.org/
https://wave.webaim.org/
https://wave.webaim.org/extension/
https://developer.chrome.com/docs/lighthouse/overview/
https://colororacle.org/
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Resources for Further Reading  

Topic 
Building an effective graduate student-supervisor relationship 

Offering dissertation boot camps 

Implementing diversity training effectively 

A guide to identifying equity, diversity, and inclusion-related challenges experienced by 

members of a research team 

Navigating post-Covid work environments from an EDI standpoint 

A paper on EDI in higher education and research 

 

EDI in higher education and research and why it’s important 

Mental health first aid guide 

Equity-minded toolkit 

Mentoring works 

A way with words and images: guide for communicating with and about persons with disabilities  

Guidelines on using inclusive language in the workplace 

Accessible communication supports 

Digital Accessibility tooklkit: outlines standards, methods, and practices for developing 

accessible digital content 

 

 

 

 

 

 

 

https://wellbeing.ubc.ca/building-effective-graduate-student-supervisor-relationship
https://www.jstor.org/stable/26922022
https://successinstem.ca/wp-content/uploads/2020/10/Diversity-Training-Infographic.pdf?x91758
https://cfsg.espaceweb.usherbrooke.ca/resources-for-implementing-edi-in-research/
https://cfsg.espaceweb.usherbrooke.ca/resources-for-implementing-edi-in-research/
https://www.wiseatlantic.ca/wp-content/uploads/2021/05/EDI-Tips-Disruption-Crisis-COVID-4pg_cont-FINAL.pdf
https://cfsg.espaceweb.usherbrooke.ca/resources-for-implementing-edi-in-research/
https://cfsg.espaceweb.usherbrooke.ca/edi-in-higher-education-and-research/
https://accessibleemployers.ca/wp-content/uploads/2023/11/MHFA-Guide-for-managers.pdf
https://equitygraded.org/rsrc/4399047/
https://successinstem.ca/wp-content/uploads/2017/02/Mentoring-Works.pdf?x91758
https://www.canada.ca/en/employment-social-development/programs/disability/arc/words-images.html
https://www2.gov.bc.ca/assets/gov/careers/all-employees/working-with-others/words-matter.pdf
https://accessibility.mcmaster.ca/digital-accessibility/communication-supports/
https://ecampusontario.pressbooks.pub/digitalaccessibilitytoolkit/
https://ecampusontario.pressbooks.pub/digitalaccessibilitytoolkit/

