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Inclusive Hiring Guidance guidancel

At HEINEKEN, we are committed to building an inclusive, fair and equitable work environment, where
everybody feels truly welcome. Key to creating such environment is attracting diverse talent and
unlocking the full potential of our people — and embedding this into the hiring process. This
guidance will help you reflect DEI practices in your hiring journey.
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Consider the current team structure and dynamics, assess how you would like to develop diversity
within the team. Prefer internal candidates for job postings, where appropriate

When defining the hiring need and ideal candidate, ask yourself: ‘Is this realistic? Does this
candidate actually exist?’

Be mindful of applying inclusivelanguagein job postings, there could be a difference in masculine
and feminine styles (Gender Decoder)

Be clear that candidates do not need to meet all requirements, apply an encouraging tonein the job
posting

Ensure the job posting is visible and accessible forall in HEINEKEN (MyHR, recommended on
Workplace), and extemnally (if applicable promote via LinkedIn)

Explicitly include DEI as HEINEKEN value in the job posting

Q Treat every candidate with respect and show candid interest

O Avoid bias when selecting the candidate. Selection should be done based on merit (qualifications,

O Make sure you keep in touch with a selected external candidate during theirnotice period.

O Stimulate your new hireto join onboarding activities to start creating a network within HEINEKEN

Ensure that thereis a diverse slate of candidates at short list stage. Prefer internal candidates for
job postings, where appropriate

experience, performance, skills and potential), and regardless of gender, age, and ethnicity, physical
disability, thinking style, religion, nationality or sexual orientation.

Put in place a diverse hiring panel (e.g. different gender, nationalities) for screening and
interviewing, consisting of 2 people

Make sure the candidate feels that they are actively being listened to. Be present and keep mobile
phones/laptops away.

Consider to use the Weighted Decision Card to document and substantiate the decision during the
hiring decision meeting, ensuring objective and transparent decision-making (this is optional).

Challenge yourself to make courageous moves to bet on talent, letting go of potential standard
profiles for arole and considering learning agility over past experience.

Provide valuable feedback to candidates that were unsuccessful in getting the job, that they can
learn from

Forindividualsin top 2-3 of interviews that do not get the job, think about if thereis a fit in other
roles within HEINEKEN (viaother vacancies and/or HR)

Givefeedback to the new hire on the interview process and start discussing objectives and
development goals

Ensure your new hire feels welcome in the new team and set up an onboarding plan in advance.

Tip: click on one of the icons to get more

guidance!


http://gender-decoder.katmatfield.com/
http://gender-decoder.katmatfield.com/
https://heiway.sharepoint.com/sites/COPP/Recruitment%20%20Hiring/Forms/AllItems.aspx?id=%2Fsites%2FCOPP%2FRecruitment%20%20Hiring%2FTool%20to%20Support%20Hiring%20Decision%20%28Weighted%20Decision%20Card%29%2Epdf&parent=%2Fsites%2FCOPP%2FRecruitment%20%20Hiring
http://gender-decoder.katmatfield.com/
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Consider the current team structure and dynamics within the team, assess how you would like to

develop diversity within the team

QO Diversity can be considered in terms of (among others) gender, ethnicity, work experience and
thinking style. Assess in which areas you would like to develop diversity

O Discusswith your People Business Partner/ Talent Acquisition Business Partner your vision on
developing diversity in team

When defining the hiring need and ideal candidate, ask yourself: ‘Is this realistic? Does this

candidate actually exist?’

O Applya growth mindset approach when defining the requirements: assess what can be learned in
the role and what is a must have, e.g. don’t ask for experience with a specific softwareif thehire can
easily be trained on it.

O If possible, sense check the requirements with a colleague in your team or someone who did the role
you are hiring for before.

Be mindful of applying inclusive language in job postings, there could be a difference in

masculine and feminine styles

O Don'tinclude gender-specific pronouns (he/she) in your job description. Stick to “they” and “you”
when referring to the candidate.

O Be mindful of gender-neutral job titles. The job title you use should never be gender specific — for
example: “Businessman” should be “Business person”. Male-oriented titles can inadvertently prevent
women from clicking on your job in a list of search results.

O Avoid biased language. When describing the ideal candidatefor a role, job descriptions may lean
towards using phrases which contain unconscious bias. For example, termslike “Dominate the
industry”, “Fearlessly” and “Aggressively” should be removed because they changethe tone of the
job description. You should always look through your job description to replace words that can
portray an overall masculine culture and to ensure you attract female candidates as well as male
candidates. To avoid off-putting wording, focus on skills and your company culture, values and
benefits instead. You can check your job posting with the
Give careful attention to words and phrases, which can help eliminate |mpI|C|t racial bias and
increase diversity in the workforce. For example, never mention ethnicity, national origin or phrases
like “native English speaker”.

O Makesure thelanguagereflects a wide range of the age of workers at your company. Forexample,
avoid phrases like “young and energetic”.

Be clear that candidates do not need to meet all requirements, apply an encouraging tone in the
job posting

O Eliminate any requirements that are not essential to the job function.

O Clearly outline which qualifications are required (must haves) and preferred (nice to haves).

Ensure the job posting is visible and accessible for all in HEINEKEN (MyHR, recommended on
Workplace), and externally (if applicable promote via LinkedIn)

Explicitly include DEI as HEINEKEN value in the job posting

O Stateyour commitment to an equal and diverse workplace. Consider following statement:
“Embracing and celebrating diversity is core to HEINEKEN's purpose of “brewing the joy of true
togethernessto inspire a better world”. We believe that people as diverse as our brews — including
and not limited to gender, ethnicity, age, sexual orientation, religious belief, nationality, social
background, disability and thinking style — enrich our lives and strengthen our business. We welcome
and consider applications from all qualified candidates as we champion a culture of belonging that
provides fair and equal opportunities for all.



http://gender-decoder.katmatfield.com/
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https://heiway.sharepoint.com/sites/COPP/Recruitment%20%20Hiring/Competency%20Based%20Interview%20Guide.pdf
https://heiway.sharepoint.com/sites/COPP/SitePages/Potential-Model.aspx
https://heiway.sharepoint.com/sites/COPP/Recruitment%20%20Hiring/Guideline%20to%20Support%20Hiring%20Decision.pdf
https://heiway.sharepoint.com/sites/COPP/Recruitment%20%20Hiring/Forms/AllItems.aspx?id=%2Fsites%2FCOPP%2FRecruitment%20%20Hiring%2FTool%20to%20Support%20Hiring%20Decision%20%28Weighted%20Decision%20Card%29%2Epdf&parent=%2Fsites%2FCOPP%2FRecruitment%20%20Hiring
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This guide is built together with the Global DEI, Talent Acquisition & HR teams based
on best practice from the Head Office Finance DEI Ambassador coalition. Version 1.0 25 April 2023



https://heiway.sharepoint.com/sites/COPP/Recruitment%20%20Hiring/Forms/AllItems.aspx?id=%2Fsites%2FCOPP%2FRecruitment%20%20Hiring%2FGuideline%20for%20Candidate%20Feedback%2Epdf&parent=%2Fsites%2FCOPP%2FRecruitment%20%20Hiring&p=true&ga=1
https://heiway.sharepoint.com/sites/COPP/Recruitment%20%20Hiring/Forms/AllItems.aspx?id=%2Fsites%2FCOPP%2FRecruitment%20%20Hiring%2FGuideline%20for%20Candidate%20Feedback%2Epdf&parent=%2Fsites%2FCOPP%2FRecruitment%20%20Hiring&p=true&ga=1
https://heiway.sharepoint.com/sites/Finance-hub/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FFinance%2Dhub%2FShared%20Documents%2FPDP%20toolkit%20%2D%20Feb%202023%2Epdf&parent=%2Fsites%2FFinance%2Dhub%2FShared%20Documents&p=true&ga=1
https://heiway.sharepoint.com/sites/HEA-por-GlobalInclusionAndDiversity
https://heineken.workplace.com/groups/405950596811501
https://heineken.workplace.com/groups/405950596811501
https://heinekeni.plateau.com/learning/user/common/viewItemDetails.do?OWASP_CSRFTOKEN=ZVOJ-BD9P-NY26-4UNA-8DVE-IWTU-OMBD-5X0T&componentID=GLOBAL-ID-INCLBEH2023-EN&componentTypeID=ONLINE_COURSE&fromSF=Y&revisionDate=1662108420000&menuGroup=Learning&menuItem=Cur&fromDeepLink=true&hideItemDetailsBackLink=true
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