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A NOTE ON LANGUAGE

Language is a powerful tool for building inclusion (or exclusion) at work. The
way we speak to each other creates a culture in which everyone can feel valued,
respected, and part of the team (included), rather than undervalued,
disrespected, and out of place (excluded). DCA is committed to language that is
respectful, accurate and relevant.

Lived Experiences. The terminology we have used in this guide is based on
advice from peak groups consisting of and representing people with lived
experiences.

Diversity of Terms. We recognise that there is no single term that would
capture everyone's lived experience, and there are certain terms that different
groups or individuals prefer. We recognise and respect individuals’ right to
identify with terms that they feel most comfortable with.

Aboriginal and/or Torres Strait Islander people(s). We use the terms
'‘Aboriginal and Torres Strait Islander peoples’, ‘Aboriginal and/or Torres Strait
Islander peoples’ (where the ‘and/or’ recognises that some individuals belong
to both groups) or ‘First Nations'. However, we recognise that this approach is
not without contention. For starters, these terms do not reflect the diversity of
Aboriginal and/or Torres Strait Islander peoples. Moreover, many prefer to be
known by their specific group or clan names. We only use the term ‘Indigenous’
when citing work that has used it.

Binary gender language. We recognise that some people’s gender
experiences and identities cannot be captured by binary language. However,
we do use it occasionally in this guide. Even though we recognise that neither
sex nor gender exist in binary categories, these categories have very real effects
and sometimes binary language is necessary to convey the gendered nature
and dynamics of our society.

Constantly Evolving. Language is socially constructed, dynamic and constantly
evolving. As people’s lived experiences change, so too does the language we
use to describe ourselves. Thus, in addition to recognising that one label or
description may not capture the breadth and depth of the lived realities of
different groups, we also understand that descriptions change over time.

Willing to Change. Our intention has always been to be inclusive of everyone.
We acknowledge that we may not always get it right but commit ourselves to be
open to change, to listening and continuing to learn from people with lived
experience.
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A 4-STEP APPROACH

FOLLOW 4 STEPS TO EXPLORE YOUR DASHBOARD DATA

To make the most of the data on your Inclusive Employer Index dashboard,
explore it using the below 4 steps. Each step is broken down and explained in
detail in the rest of this guide.

T

Step 1 Review the diversity profile of your
Review diversity employees and benchmark it against 6-9
profile the Australian workforce.

Review the overall inclusion results to

Step 2 understand employee experience with
Review overall workplace inclusion and benchmark it 10-12
inclusion results against the Australian workforce and
other DCA Members.
Step 3

Review whether employees are
experiencing less inclusion and more 13-15
exclusion based on their diversity.

Review inclusion
results across

diversity
If you created groups (e.g. based on
business unit, location, etc.), repeat
gtep - 1103 steps 1 to 3 to explore if there are any
: epeat steps 1 1o diversity profile or inclusion 16
or group

differences experiences between
groups. If you did not create groups,
then Step 3 is your last step.

comparisons
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ABOUT OUR BENCHMARKS

WHY BENCHMARK?

Benchmarking diversity and inclusion (D&I) data is a powerful way to identify
areas of focus in your organisation’s D&l efforts. By benchmarking your data, you
can set realistic goals and track your progress over time, ensuring that your D&l
initiatives are effective and impactful.

Benchmarking your D&l data also gives you a sense in how you are performing
against what is happening in the broader workforce, in similar organisations, and
against your organisation’s own past performance.

WHAT BENCHMARKS ARE AVAILABLE IN THE INDEX?

There are up to 3 benchmarks available to benchmark your data against in the
Inclusive Employer Index:

2. DCA Member benchmark, (a.k.a. "Member Average”), derived
from a sample of all employees of DCA members who participated
in the Index in 2023.

& A 1.Australian workforce benchmark (a.k.a. “National Index”),
“ derived from findings from a nationally representative sample of
@ 3000 Australian employees in 2023.
3. Industry benchmark (where possible), derived from industry
groupings of employees of organisations who participated in the
Index in 2023 and 2024. Industry benchmarks are only possible
where 3 or more organisations from the same industry participate.

F&
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STEP 1 | REVIEW DIVERSITY PROFILE

Step 1 involves reviewing and benchmarking the diversity profile of your
employees.

WHY REVIEW YOUR DIVERSITY PROFILE?

Reviewing the diversity profile of your workforce provides you with information
on:

» how diverse your workforce is in relation to the diversity of the broader
working population (e.g. against census data)

» how diverse your workforce is in relation to the diversity in the community you
serve (e.g. against the diversity of clients/customers/patients you serve)

» the cultural capabilities of your employees that benefit organisation and the
community you serve (e.g., multi-lingual ability)

This information is a valuable tool in directing where you need to focus D&l
efforts, particularly in recruitment, setting targets, and building cultural
capabilities.

HOW DO | DO THIS ON THE DASHBOARD?

There are 3 key parts of dashboard to support reviewing the diversity profile of
your workforce:

1. 2. 3.
Summary Widgets Benchmark CSV Diversity

Bar Chart Export

DCA © 2024 « COMMERCIAL-IN-CONFIDENCE (AVAILABLE TO DCA MEMBERS ONLY)



STEP 1 | REVIEW DIVERSITY PROFILE

1. THE SUMMARY WIDGETS

The colourful widgets at the bottom of the “Diversity” page provide high-level
summary findings on the diversity of your workforce. These findings can be used
to report on workforce diversity in terms of how many employees:

» are Aboriginal and/or Torres
Strait Islander

10%
» have caring responsibilities T

» are someone with disability
. . . y
» are accessing flexible options \D
» are multilingual A% g

» are LGBTIQ+.

The four rectangle widgets above the colourful widgets also provide some
high-level summary findings. These findings can be used to report on
workforce diversity in terms of:

» the median age of your workforce
» percentage of employees born overseas
» how many different cultural backgrounds are represented in your workforce

» how many languages other than English are spoken by employees

PEOPLE BORN OVERSEAS ®

39 - 26 S 18 E]

median age Percentage 54% cultural backgrounds number of languages

Tip: Report back on your diversity results

Use these widgets to report back on workforce diversity to employees, to
senior management, in annual reports, and other company materials (e.g.
About Us webpages).
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STEP 1 | REVIEW DIVERSITY PROFILE

2. THE BENCHMARK BAR CHART

The bar chart on the top left of the “Diversity” page shows your results
benchmarked against the Australian workforce and DCA Members across the
following data points (see Glossary for definitions):

» Aboriginal and/or Torres Strait Islander employees
» employees with caring responsibilities

» employees with disability

» employees from a non-Christian religion

» younger employees (under 30)

» older employers (over 55)

» employees with one or more non-main English-speaking cultural backgrounds

» LGBTIQ+ employees.

Workforce Diversity Profile = Dreviouz Mewt =+

B - ustralian workforce [l Cur results ([l Member average

Abariginal and..,

Caring Responsi..

‘With Disability

Mon-Christian Re...

Tip: Benchmark against the Australian Workforce

While the DCA Member benchmark is insightful, when it comes to
benchmarking diversity, it is usually more meaningful to benchmark your
diversity data against the Australian workforce benchmark. This benchmark is
more representative of diversity in the Australian workforce compared to the
DCA Member benchmark.
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STEP 1 | REVIEW DIVERSITY PROFILE

3. CSV DIVERSITY EXPORT

While the summary statistics are useful for reporting on high-level diversity data,
they do not give the full picture of your workforce diversity. For example:

» if the multilingual widget shows that 62% of your employees can speak a
language other than English, what are these languages?

» if the caring widget shows 38% of your employees having caring
responsibilities, how many of your employees care for children and/or adults?

» if your employees reported 45 different cultural and ethnic backgrounds, what
are these backgrounds?

To dive deeper into your diversity data:
» press the "Export” button on the top-right corner of the dashboard
» select “Send report” on the “Administrator Report” option.

It can take a few seconds to receive a green confirmation message after pressing
this. The CSV export will be sent to the email account of the registered username
for the Diversity Atlas dashboard.

Tip: Explore cultural diversity

Use the CSV export file to explore the degree of cultural diversity in your
workforce. For example, what cultural backgrounds and ethnicities does your
workforce represent? What languages do your employees speak? What
countries of birth do your employees represent?

Tip: Explore if you need targeted recruitment

Use the diversity page charts and exports to explore if there are some diversity
areas where your workforce is noticeably below the average for the Australian
workforce. This can indicate where you need to take a more targeted approach
in recruitment.
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STEP 2 | REVIEW INCLUSION DATA

Step 2 focuses on reviewing and benchmarking the workplace inclusion and
exclusion experiences of your employees.

WHY EXPLORE AND BENCHMARK YOUR INCLUSION RESULTS?

Reviewing your employees’ experience with workplace inclusion and how this
benchmarks against the Australian workforce and DCA Members provides
information on where you might need to focus general inclusion-building
attention. For example, results might indicate a need to increase employee
engagement with D&l or a need to work on inclusive leadership capabilities.

You can explore the following 6 areas:
» inclusion with immediate team

» inclusion with immediate manager
» inclusive organisational climate

» inclusive behaviours

» exclusionary behaviours

» employee awareness and support of organisational D&l activity.




STEP 2 | REVIEW INCLUSION DATA

HOW DO | DO THIS ON THE DASHBOARD?

To explore your employees’ experiences with inclusion and benchmark your
results:

» go to the left side of the dashboard and select “Compare”

R A

» click “Show results” on the group of questions you would like to review

» the chart will by default show you how your results compared to the Australian
workforce (i.e., the National Index). To see how your results compared against
DCA Members, select the “Compare with Member Average” button.

» once you are finished reviewing, you can scroll to the next set of questions, or
select "Hide results” to close the question charts.

1.1 am treated as a valued and respected team member

B trongly Disagree [ Disagree [l Meither Agree or Disagree [ Agree strongly Agree

Our result

Mational index ZASEES

Tip: Examples of what to explore in the compare page

» Do employees report more inclusion in some areas than others? E.g. did
many employees agree that their team is inclusive, but less agree that their
immediate manager is?

» Do employees report more exclusion in some areas than others? E.g. do more
employees report they are often left out of work social gatherings but less say
they are often stereotyped?

» Are there some areas where discrimination and harassment are far more
common? E.g. is gender discrimination more common than age discrimination
in your organisation?

11
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STEP 2 | REVIEW INCLUSION DATA

COMPARE AGAINST PAST DATA

If your organisation has participated in a past Index, compare your 2024 overall
inclusion results against your past results to track any changes.

If you have not participated in a past Index, are there any results from your other
surveys that may be comparable to track? For example, Workplace Gender
Equality Agency Employer of Choice survey questions, or similar questions in
your previous engagement surveys?

»

»

»

»

Tip: Examples of what to explore between years

Has support for D&l or awareness of D&l increased or decreased over time?
Are employees feeling more included in 2024 compared to prior years?
Are your employees feeling less connected post-lockdowns in 20217

What areas have you been doing a lot of work on and are these showing in
your 2024 results? For example, if you have been doing work on inclusive
leadership, have results across the inclusive leadership questions improved
compared to past years?
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STEP 3 | EXPLORE DIFFERENCES

Step 3 involves reviewing the inclusion and exclusion experiences of your
employees to explore if experiences differ based on their background.

WHY EXPLORE EMPLOYEE INCLUSION EXPERIENCES BASED ON
DIVERSITY?

Comparing inclusion results by any of the below diversity areas indicates whether
your employees experience less inclusion and/or more exclusion based on
whether they are:

» Aboriginal and/or Torres Strait Islander or non-Indigenous
» younger (under 30), mid-career (30-54), or older (55 and over)
» someone with caring responsibilities or someone without

» from a main-English speaking background(s) only, a non-main English-
speaking background(s) only, or from both

» someone with or without disability
» awoman or a man
» multilingual or speak English only

» LGBTIQ+ or non-LGBTIQ+

» from a non-Christian religious affiliation, a Christian religious affiliation, or no
religious affiliation

Doing this can help you prioritise D&l policy and initiatives to focus on. For
example, results might indicate employees with disability in your organisation
experience more exclusion than your employees without disability.

Note: minimum 10 privacy function

The dashboard has an inbuilt function for the above pages to protect privacy
and maintain the anonymity of your employees. This means that to view the
results of a demographic group response in the Inclusion chart pages, there will
need to be at least 10 responses from employees for that demographic. For
example, if you want to compare the responses of your employees with
disability to the responses of your employees without disability, you will need at
least 10 employees with disability to have taken the survey.

13
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STEP 3 | EXPLORE DIFFERENCES

HOW DO 1 DO THIS ON THE DASHBOARD

To explore inclusion and exclusion findings based on diversity:

»

»

»

»

go to the left side of the dashboard and select “Inclusion”
select the diversity group you wish to explore (e.g. age)
click “Show results” on the group of questions you would like to review

once you are finished reviewing, you can scroll to the next set of questions, or
select "Hide results” to close the question charts.

Tip: Sample size matters

We suggest you need at least 20 respondents in a particular diversity group to
enable meaningful and accurate interpretation of data (e.g. if you want to
compare your Aboriginal and/or Torres Strait Islander employee responses
against your non-Indigenous employee responses you will need at least 20
respondents in each of these groups).

> Y/
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STEP 3 | EXPLORE DIFFERENCES

HOW DO | READ THE CHARTS?

Charts in the inclusion pages represent frequency distribution within a group
and do not show results for statistical significance. For example, in the below
chart:

» all purple responses show how LGBTIQ+ employees responded (all purple
bars add up to 100%) and all blue responses show how non-LGBTIQ+
employees responded (all blue bars add up to 100%).

» for example, in the below chart 9% of all LGBTIQ+ respondents strongly
agreed they felt valued and respected, compared to 26% of all non-LGBTIQ+
respondents.

HOW DO | INTERPRET DIVERSITY DIFFERENCES?

Look for differences between bar colours in each chart and notable patterns in
responses (e.g. is there one really big difference in one question, or many smaller
differences across multiple questions?).

For example, in the below chart, 26% of all LGBTIQ+ respondents strongly
agreed + agreed they felt valued and respected, compared to 65% of all non-
LGBTIQ+ respondents. This is a big difference, so this organisation needs to build
LGBTIQ+ inclusion, specifically around respect.

» A big difference could be 10%+ for larger responses, but could be smaller for
smaller responses (e.g. 25% LGBTIQ+ disagree versus 10% non-LGBTIQ+
disagree).

» A smaller difference (e.g. 5%) is also notable if it appears on many questions.
For example, are LGBTIQ+ employees consistently reporting 5% less
agreement than non-LGBTIQ+ employees across many questions?

1.1 am treated as a valued and respected team member

@ .GETIQ+ (@l Non-LGBTIQ+

Strongly Agree

Agree

Meither Agree or Disagree
Disagree

Strongly Disagree

10 20 30 40 50 50
’ 15
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STEP 4 | REPEAT FOR GROUPS

EXPLORE ANY DIFFERENCES BETWEEN YOUR GROUPS (OPTIONAL)

Did you create groups that were sent different links based on business unit,
departments, location, subsidiaries, etc.? If so, repeat Steps 1 to 3 to explore if
there are any differences in the diversity profile and inclusion experiences
between these different groups. Groups must have been created prior to asking
your employees to take the survey (i.e. this step can not be done retrospectively).

HOW DO | DO THIS ON THE DASHBOARD?

The dashboard automatically defaults to show your results as a whole
organisation. To explore if there are any differences between your groups:

» isolate results by any groups you created by going to the “View as:" drop-
down menu in the bottom left corner of the dashboard

» select the group you wish to isolate from this drop-down menu. The dashboard
will then update to show the results of that isolated group

» repeat Steps 1 - 3 from this guide, i.e. review and benchmark diversity, review
overall inclusion results, and (where possible) explore differences in
experiences based on diversity.

Isolated group results will only show if you had more than 35 employees from
that group take the survey. If this did not occur, results of the employees in this
group are still included in the overall organisational results.

Step 3 may not be possible here if you do not have enough employees from a
diversity group to compare (e.g., if an isolated group only had 4 employees with
caring responsibilities, you cannot interpret the results for the caring inclusion
splitin Step 3).

Tip: Examples of things to explore between groups

» Are there some departments/divisions/locations that are less diverse than
the organisation-wide average and/or the Australian workforce?

» Are there some departments/divisions/locations where employees are
experiencing less inclusion than others in the organisation?

» Are there some departments/divisions/locations where instances of
exclusion are more common than other groups and the organisation-wide
average?

16
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EXPORTING YOUR DATA

EXPORT YOUR DATA

To help explore your data, try exporting from the dashboard any of the below
CSV table-based reports:

* your diversity data in the “Administrator Report”
* the 9 diversity splits in the “Inclusion” section

* the required data for any organisations applying for the Workplace Gender
Equality Agency’s Employer of Choice for Gender Equality citation in the
"WGEA EOCGE data” export

* your results across the inclusion questions on the Compare page in the
“"Compare Report” export.

To access these reports:
* go to the "Export” button on the top-right corner of the dashboard

* select "Send report” on the report you wish to export. If exporting one of the
9 diversity splits, you will need to ensure you are on the page you wish to
export (e.g., to download the disability inclusion data you need to be in the
“Disability” section of the “Inclusion” pages.

Export results
Export options

Administrator Report

This will send a diversity report to your email address

Send report

DCA Report

This will send results to DCA

Send report

Inclusion x Disability

report_for_dca_disability

Download repart

WGEA EOCGE data

This will send a EOCGE report to your email address

Send report

Compare Report

This will send your results under the compare panel to your email address

Send report

Close

17
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GLOSSARY | TERMS ON DASHBOARD

The below are terms and acronyms used on the dashboard, as well as throughout
the PDF report.

Aboriginal and/or Torres Strait Islander. Refers to those who selected having
an Aboriginal background, Torres Strait Islander background, or both an
Aboriginal and Torres Strait Islander background.

Age. 'Younger' refers to those aged 29 and below. ‘Mid’ refers to those aged
between 30 and 54 years of age. ‘Older’ refers to those aged 55 years and above.

Australian Workforce Benchmark. Also referred to as the “National Index”. A
national average benchmark derived from a nationally representative survey of
3000 Australian workers conducted in May 2023.

Caring responsibilities. Those with caring responsibilities reported caring for a
child or children and/or adult(s) in the two weeks leading up to taking the survey.

DCA Member Benchmark. A benchmark derived from all employees of
participating DCA members taking the survey in 2023.

Discrimination. Defined as unfair treatment because of a person’s Aboriginal
and/or Torres Strait Islander background, age, culture/ethnicity, disability, gender,
sexual orientation or gender identity in the 12 months prior to taking the survey.

Disability. Refers to those who self-identified as being a person with disability,
illness, or injury.

Flexible Workers. Refers to those who selected they had accessed one or more
forms of flexible work options in the 12 months prior to taking the survey.

Harassment. Defined as unwelcome comments, slurs, jokes, images or physical
touch based on a person’s Aboriginal and Torres Strait Islander background, age,
culture/ethnicity, disability, gender, sexual orientation or gender identity in the 12
months prior to taking the survey.

LGBTIQ+. We use the acronym LGBTIQ+ - lesbian, gay, bisexual, trans / gender
diverse, intersex variation, and queer - the '+’ recognises that LGBTIQ doesn't
describe a range of other terms that people identify with.

18
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GLOSSARY | TERMS ON DASHBOARD

Main English-Speaking Background (MESB). Derived from the ABS's “Main
English-Speaking Country of Birth” (MESC) category, which includes the United
Kingdom (England, Scotland, Wales, Northern Ireland), Republic of Ireland, New
Zealand, Canada, United States of America, and South Africa. The list of main
English-speaking countries (MESC) is not an attempt to classify countries on the
basis of whether or not English is the predominant or official language of each
country. Itis a list of the main countries from which Australia receives, or has
received, significant numbers of overseas settlers who are likely to speak English.
See DCA's Counting Culture report for more information on this.

MESB, Non-MESB, Both. 'MESB' refers to those who selected main-English
speaking backgrounds only. ‘Non-MESB' refers to those who selected non-main-
English speaking backgrounds only. ‘Both’ refers to those who selected a main-
English speaking background and a non-main-English speaking background.

Multilingual. Refers to those who reported being able to have a conversation
about a lot of everyday things in one or more languages other than English.

Non-Christian Religious Background. Refers to those who identified as having a
religious affiliation that was not a Christian denomination. Non-Christian religious
background does not include those who indicated they have no religious
affiliation or who listed Agnostic.
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https://www.dca.org.au/research/project/counting-culture-2021

DCA RESOURCES

DCA RESEARCH REPORTS

 Change At Work: Designing Diversity and Inclusion Differently to Achieve
Organisational Change

* Inclusive Recruitment: How to Tap into Australia’s Overlooked and
Underleveraged Talent

e Building Inclusion: An Evidence-Based Model of Inclusive Leadership

* Gari Yala (Speak the Truth): Centreing the Work Experiences of Aboriginal
and/or Torres Strait Islander Australians

e Culturally and Racially Marginalised Women in Leadership: A Framework For
(Intersectional) Organisational Action

* Racism at Work: How Organisations Can Stand Up to and End Workplace
Racism

e Cracking the Cultural Ceiling

e Cracking the Glass-Cultural Ceiling: Future Proofing Your Business in the 21st
Century

e Creating Inclusive Multi-Faith Workplaces

» Future-Flex: Mainstreaming Flexibility By Team Design

« Men Make a Difference: Engaging Men on Gender Equality

» WordsAtWork - Building Inclusion Through the Power of Lanquage

 QOut At Work: From Prejudice to Pride

e Myth Busting Sexual Harassment at Work

« DCA Inclusion@Work Index: Mapping the State of Inclusion and Mental Health
in the Australian Workforce

OTHER RESOURCES

« See our section of D&l Topics for information on key definitions, key issues, and
leading practice principles.

*+ See our catalogue of upcoming and past D&l events here.

« See our Perspectives section for our blog, opinion pieces, Art of Inclusion
podcast and more.

20
DCA © 2024 « COMMERCIAL-IN-CONFIDENCE (AVAILABLE TO DCA MEMBERS ONLY)


https://www.dca.org.au/research/project/change-work
https://www.dca.org.au/research/project/change-work
https://www.dca.org.au/research/project/inclusive-recruitment-work
https://www.dca.org.au/research/project/inclusive-recruitment-work
https://www.dca.org.au/research/project/building-inclusion-evidence-based-model-inclusive-leadership
https://www.dca.org.au/research/project/gari-yala-speak-truth-centreing-experiences-aboriginal-andor-torres-strait-islander
https://www.dca.org.au/research/project/gari-yala-speak-truth-centreing-experiences-aboriginal-andor-torres-strait-islander
https://www.dca.org.au/research/project/culturally-and-racially-marginalised-carm-women-leadership
https://www.dca.org.au/research/project/culturally-and-racially-marginalised-carm-women-leadership
https://www.dca.org.au/research/project/racismatwork
https://www.dca.org.au/research/project/racismatwork
https://www.dca.org.au/research/project/cracking-cultural-ceiling
https://www.dca.org.au/research/project/cracking-glass-cultural-ceiling
https://www.dca.org.au/research/project/cracking-glass-cultural-ceiling
https://www.dca.org.au/research/project/creating-inclusive-multi-faith-workplaces
https://www.dca.org.au/research/project/future-flex-mainstreaming-flexibility-team-design
https://www.dca.org.au/research/project/engaging-men-gender-equality
https://www.dca.org.au/research/project/wordsatwork-building-inclusion-through-power-language
https://www.dca.org.au/research/project/out-work-prejudice-pride
https://www.dca.org.au/research/project/myth-busting-sexual-harassment-work
https://www.dca.org.au/research/project/mapping-state-inclusion-and-mental-health-australian-workforce
https://www.dca.org.au/research/project/mapping-state-inclusion-and-mental-health-australian-workforce
https://www.dca.org.au/topics
https://www.dca.org.au/events/coming
https://www.dca.org.au/perspectives
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