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2019 HONG KONG LGBT+ INCLUSION INDEX 

SUPPORTING INFORMATION GUIDELINES 
 

To validate your Index submission, certain questions require you to provide some Supporting Information.  The 
Supporting Information varies from question to question and depends on the option that you select.   

In this document, we provide guidance on the Supporting Information you are required to provide on a question 
by question and option by option basis.  

Types of Supporting Information 

1. Description – a statement to support or explain the option you have selected.   

• When you chose an option that requires a description, simply type into the text box which will pop up.  

• For certain selected options, you can upload files and/or provide a written statement or explanation - 
you can choose to do one or both.  

• Please note that due to the limitations of the platform that we are using,  there is no formatting in 
provided text boxes and we recommend you take care when copy and pasting from another 
document. 
 

2. Evidence - in the form of samples of actual policy documents, photos, screenshots to demonstrate that 
you actually do what you say you do!   

• When selecting an option, you may be asked to provide Supporting Information by uploading a file 
(preferably a PDF). This can be done by clicking the "Choose File" button. In the text box below the 
"Choose File" button, you may provide an explanation of the uploaded Supporting Information (eg.  
‘Extract from employee handbook’, or ‘Screenshot from employee benefits screen on intranet’) or any 
other clarification.  

• Please upload only the relevant portions of your evidence, and clearly mark or highlight which 
portions your wish the judges to see. For example, please do not upload your entire employee 
handbook, but rather pull the page you want the judges to see and highlight the relevant portions.  

• Community Business takes no responsibility for missing content or not allocating points to questions 
that are not clearly numbered or that are out of sequence. 

Uploading Supporting Information 

• Please upload the relevant file under each selected option when prompted, even if you have already 
uploaded the same file for a different option (in the same or another question).  

• Use descriptive filenames that contain your organisation’s name, context, and the corresponding question 
number, e.g. “Community Business_Policy_Q2d”.  

• Please be aware that the system will only accept a single uploaded file per selected option. If your 
Supporting Information contains several photographs, for instance, please combine them into a single PDF 
file using Powerpoint, Word, or other format before uploading it as Supporting Information.  

• Community Business takes no responsibility for missing files.  

Sharing Confidential Information 

• We understand that companies do not want to share confidential internal data.  

• Community Business would prefer not to have access to any sensitive data, but is looking to assess your 
approach to LGBT+ inclusion.  

• Please block out any sensitive data on the files that you share.  

• Please be aware that our judges may not be able to award any points if no Supporting Information is given 
when prompted. 

 
For More Information 

If you feel you need more clarity on what is needed and expected for supporting documentation, please do not 
hesitate to email Ente Breed at ente.breed@communitybusiness.org or Adrienne Davis at 
Adrienne.davis@communitybusiness.org or by calling our office at +852 2152 1889. 
  

mailto:ente.breed@communitybusiness.org
mailto:Adrienne.davis@communitybusiness.org
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CATEGORY 1: STRATEGY & LEADERSHIP ACCOUNTABILITY 

No. of Questions % of Overall Score* 

3 9% 

 
This category looks at what strategy and leadership accountability you have in place to support your LGBT+ 
inclusion efforts in Hong Kong. 

Q01 Does your organisation have a clearly stated business case and strategy for promoting LGBT+ 
inclusion in Hong Kong?   (SELECT ONE ANSWER ONLY) 

 Option Supporting Information Required 

a NONE 

b DESCRIPTION: State what you are doing and/or how you are going about defining your business 
case and strategy for promoting LGBT+ inclusion in Hong Kong. 

c EVIDENCE: Provide a screenshot from your intranet, an extract from your employee handbook, or 
extracts from your training materials to show how you position and promote the business case for 
LGBT+ inclusion on a global level. 

d EVIDENCE: Provide a screenshot from your intranet, an extract from your employee handbook, or 
extracts from your training materials to show how you position and promote the business case for 
LGBT+ inclusion specifically for Hong Kong. 

Q02 How has your company communicated its commitment to LGBT+ inclusion?  (SELECT ALL THAT 
APPLY) 

 Option Supporting Information Required 

a NONE 

b DESCRIPTION AND/OR EVIDENCE: State and/or provide evidence of how you share your 
commitment with management; e.g. samples of communications, notes from meetings, etc. 

c DESCRIPTION AND/OR EVIDENCE: State and/or provide evidence of how you promote your 
commitment to your employees in Hong Kong; e.g. samples of communications, notes from 
meetings, etc. 

d DESCRIPTION AND/OR EVIDENCE: Provide evidence of how you published your commitment 
externally; e.g. external website screenshot, annual/sustainability report extract, recruitment 
materials, social media, etc. 

e EVIDENCE: Provide a screenshot of your organisation's logo on the webpage of the UN Standards 
of Conduct for Business; https://www.unfe.org/standards. 
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Q03 What steps do you take to ensure that your leaders in Hong Kong champion and are accountable for 
promoting your LGBT+ inclusion strategy?  (SELECT ALL THAT APPLY) 

 Option Supporting Information Required 

a NONE 

b1 EVIDENCE: Provide evidence of the public statement; e.g. samples of communications, screenshot, 
video recording, etc. 

b2 DESCRIPTION AND/OR EVIDENCE: State the performance objective(s) relating to D&I that you 
include, or ideally provide a copy of a senior manager’s Performance Objectives/Appraisal template 
(not an actual document), highlighting the objective(s) relating to D&I. 

b3 DESCRIPTION AND/OR EVIDENCE: State the performance objective(s) relating to LGBT+ 
inclusion that you include, or ideally provide a copy of a senior manager’s Performance 
Objectives/Appraisal template (not an actual document), highlighting the objective(s) relating to 
LGBT+ inclusion. 

b4 DESCRIPTION AND/OR EVIDENCE: Describe and/or provide evidence of other ways you ensure 
that your leaders in Hong Kong champion and are accountable for promoting your LGBT+ inclusion 
strategy. 

 

CATEGORY 2: POLICIES AND GUIDELINES  

No. of Questions % of Overall Score* 

6 15% 

 
This category looks at what policies you have in place to protect the rights of your LGBT+ employees in Hong 
Kong. 

Q04 

 

Has your organisation reviewed its policies and practices in Hong Kong to ensure they are in line with 
the UN Standards of Conduct for Business – Tackling Discrimination Against Lesbian, Gay, Bi, Trans, 
& Intersex People (UN Standards for Business)?  (SELECT ONE ANSWER ONLY) 

 Option Supporting Information Required 

a NONE 

b DESCRIPTION: State what you are doing to ensure your policies and guidelines are in line with the 
UN Standards of Conduct for Business. 

c DESCRIPTION AND/OR EVIDENCE: State what you have done, including dates, to ensure your 
policies and guidelines are in line with the UN Standards of Conduct for Business. 

Q05 Does your organisation have equal opportunity and anti-discrimination policies for employees in Hong 
Kong? (SELECT ONE ANSWER ONLY) 

 Option Supporting Information Required 

a NONE 

b DESCRIPTION: State what you are doing to formulate equal opportunity and anti-discrimination 
policies for employees in Hong Kong, and/or how you are going about this. 

c EVIDENCE: Provide a sample of your equal opportunity and anti-discrimination policies.  
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Q06 What do your equal opportunity and anti-discrimination policies cover? (SELECT ALL THAT APPLY) 

 Option Supporting Information Required 

a EVIDENCE: Provide evidence to show that your equal opportunity policy specifically applies to 
Hong Kong. 

b1 EVIDENCE: Provide an EXTRACT from your employee handbook or a screenshot from your 
intranet/website detailing your equal opportunity policy which specifically references sexual 
orientation. 

b2 EVIDENCE: Provide an EXTRACT from your employee handbook or a screenshot from your 
intranet/website detailing your equal opportunity policy which specifically references gender identity 
and/or expression. 

b3 EVIDENCE: Provide an EXTRACT from your employee handbook or a screenshot from your 
intranet/website detailing your equal opportunity policy which specifically references intersex status. 

b4 EVIDENCE: Provide an EXTRACT from your employee handbook or a screenshot from your 
intranet/website detailing your equal opportunity policy which specifically references other LGBT+ 
related. 

c EVIDENCE: Provide an EXTRACT from your employee handbook or a screenshot from your 
intranet/website detailing your anti-discrimination policy which specifically applies to Hong Kong. 

d1 EVIDENCE: Provide an EXTRACT from your employee handbook or a screenshot from your 
intranet/website detailing your anti-discrimination policy which specifically references sexual 
orientation. 

d2 EVIDENCE: Provide an EXTRACT from your employee handbook or a screenshot from your 
intranet/website detailing your anti-discrimination policy which specifically references gender identity 
and/or expression. 

d3 EVIDENCE: Provide an EXTRACT from your employee handbook or a screenshot from your 
intranet/website detailing your anti-discrimination policy which specifically references intersex 
status. 

d4 EVIDENCE: Provide an EXTRACT from your employee handbook or a screenshot from your 
intranet/website detailing your anti-discrimination policy which specifically references other LGBT+ 
related. 

e EVIDENCE: Provide an EXTRACT from your intranet/employee handbook detailing the types of 
behaviors that are not acceptable under your anti-discrimination policy. 

f EVIDENCE: Provide an EXTRACT from your intranet/employee handbook detailing specific 
examples of LGBT+ discrimination, bullying and harassment that are not acceptable under your 
anti-discrimination policy. 

Q07 Does your organisation have grievance and disciplinary policies in place for handling LGBT+ related 
discrimination, bullying and harassment arising in Hong Kong?  (SELECT ALL THAT APPLY) 

 Option Supporting Information Required 

a NONE 

b DESCRIPTION: State what you are doing to put together grievance and disciplinary policies, and/or 
how you are going about this. 

c1 EVIDENCE: Provide evidence to show that your grievance and disciplinary policy specifically 
applies to Hong Kong. 

c2 EVIDENCE: Provide evidence to show that your employee handbook or policies provide guidance 
on handling of LGBT+ related incidents of discrimination, bullying or harassment. 
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Q08 Does your organisation have transgender guidelines (i.e. workplace guidelines that support 
transgender employees) in Hong Kong? (SELECT ALL THAT APPLY) 

 Option Supporting Information Required 

a NONE 

b DESCRIPTION: State what you are doing to formulate transgender guidelines. 

c1 EVIDENCE: Provide an EXTRACT from your employee handbook or a screenshot from your 
intranet/website detailing your clarification of terminology and concepts relating to transgender and 
transitioning. 

c2 EVIDENCE: Provide an EXTRACT from your employee handbook or a screenshot from your 
intranet/website detailing responsibilities and expectations of transitioning employees, their 
managers, colleagues and other staff. 

c3 EVIDENCE: Provide an EXTRACT from your employee handbook or a screenshot from your 
intranet/website detailing general procedure for implementing transition-related workplace changes. 

c4 EVIDENCE: Provide an EXTRACT from your intranet/employee handbook or a sample of a return-
to-work plan for transitioned employee. 

c5 EVIDENCE: Provide an EXTRACT from your employee handbook or a screenshot from your 
intranet/website providing an explanation of the Hong Kong legal context as it relates to transgender 
rights. 

c6 EVIDENCE: Provide an EXTRACT from your employee handbook or a screenshot from your 
intranet/website providing answers to frequently asked questions such as dress code and restroom 
use. 

c7 DESCRIPTION AND/OR EVIDENCE: Provide details below. 

Q09 How does your organisation promote these policies to employees in Hong Kong?  (SELECT ALL THAT 
APPLY) 

 Option Supporting Information Required 

a NONE 

b DESCRIPTION AND/OR EVIDENCE: State how these policies are part of your employee induction 
process and/or D&I training in Hong Kong. Ideally provide a copy of a relevant document used in 
the induction and/or training. 

c EVIDENCE: Provide an EXTRACT from your employee handbook or a screenshot from your 
intranet/website showing how employees can access these policies. 

d EVIDENCE: Provide screenshots, meeting agendas, etc. from your targeted communications about 
these policies. 

e EVIDENCE: Provide a screenshot or scan of the declaration form. 

f DESCRIPTION AND/OR EVIDENCE: State how and when your employees are requested to renew 
their declaration, or ideally provide a copy of a renewal document. 

g DESCRIPTION AND/OR EVIDENCE: Provide details below. 
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CATEGORY 3: TRAINING 

No. of Questions % of Overall Score* 

4 14% 

 

This category looks at what training on LGBT+ inclusion you provide to employees in Hong Kong.  

Q10 Does your organisation provide training on LGBT+ inclusion to employees in Hong Kong? (SELECT 
ONE ANSWER ONLY) 

 Option Supporting Information Required 

a NONE: Please note that you will not be awarded any points in Category 3 and should go straight to 
Category 4. 

b NONE: Please note you will be awarded some points for providing general diversity training, but will 
not be eligible for further points in Category 3 and should go straight to Category 4. 

c NONE: In the subsequent questions in this category you will be asked to provide extracts from your 
diversity training to show that you include LGBT+ content. 

Q11 What does your LGBT+ training cover? (SELECT ALL THAT APPLY) 

 Option Supporting Information Required 

a EVIDENCE: Provide an EXTRACT from your LGBT+ training to show how you define sexual 
orientation and related aspects. 

b EVIDENCE: Provide an EXTRACT from your LGBT+ training to show how you define gender 
identity and/or gender expression, and related aspects. 

c EVIDENCE: Provide an EXTRACT from your LGBT+ training to show how you define “being in the 
closet” and/or “coming out”, and related aspects. 

d EVIDENCE: Provide an EXTRACT from your LGBT+ training to show how you define transitioning, 
and related aspects. 

e EVIDENCE: Provide an EXTRACT from your LGBT+ training to show how you define other aspects 
of LGBT+. 

f EVIDENCE: Provide an EXTRACT from your LGBT+ training to show how you explain the business 
case for LGBT+ inclusion. 

g EVIDENCE: Provide an EXTRACT from your LGBT+ training to show how you describe the Hong 
Kong context for LGBT+ inclusion. 

h EVIDENCE: Provide an EXTRACT from your LGBT+ training to show how you explain what it 
means to be an ally. 

i EVIDENCE: Provide an EXTRACT from your LGBT+ training to show how you provide workplace 
scenarios of LGBT+ exclusion and develop skills to challenge inappropriate behaviour. 

j EVIDENCE: Provide an EXTRACT from your LGBT+ training to show how you raise awareness of 
unconscious bias and ensure fairness when making employment decisions related to LGBT+ 
employees. 

k EVIDENCE: Provide an EXTRACT from your LGBT+ training to show how your LGBT+ 
customers/clients should be treated. 

l EVIDENCE: Provide EXTRACTS from your LGBT+ training to show any other areas - highlighting 
or labeling your evidence clearly in line with the relevant sub-option. 
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Q12 To which employee groups in Hong Kong do you provide LGBT+ inclusion training?  (SELECT ALL 
THAT APPLY) 

 Option Supporting Information Required 

a NONE: Please note that for this question we take your answer in good faith and do not require 
evidence. 

b1 NONE: Please note that for this question we take your answer in good faith and do not require 
evidence. 

b2 NONE: Please note that for this question we take your answer in good faith and do not require 
evidence. 

b3 NONE: Please note that for this question we take your answer in good faith and do not require 
evidence. 

b4 NONE: Please note that for this question we take your answer in good faith and do not require 
evidence. 

b5 NONE: Please note that for this question we take your answer in good faith and do not require 
evidence. 

b6 NONE: Please note that for this question we take your answer in good faith and do not require 
evidence. 

Q13 Approximately what percentage of your workforce in Hong Kong has been through LGBT+ inclusion 
training during the period of 1 Jan 2017 - 31 Dec 2018?  (SELECT ONE ANSWER ONLY) 

 Option Supporting Information Required 

a NONE: Please note that for this question we take your answer in good faith and do not require 
evidence. 

b NONE: Please note that for this question we take your answer in good faith and do not require 
evidence. 

c NONE: Please note that for this question we take your answer in good faith and do not require 
evidence. 

d NONE: Please note that for this question we take your answer in good faith and do not require 
evidence. 

 

CATEGORY 4: DIVERSITY STRUCTURE  

No. of Questions % of Overall Score* 

3 7% 

 
This category looks at what structure you have in place to support your LGBT+ inclusion strategy in Hong 
Kong. 

Q14 Does your organisation have a person, team or working group with responsibility for addressing 
LGBT+ inclusion in Hong Kong?  (SELECT ONE ANSWER ONLY) 

 Option Supporting Information Required 

a NONE 

b DESCRIPTION: Provide details of the person/team/working group, including name(s) and job 
title(s). 

c DESCRIPTION: Provide details of the person/team/working group, including name(s), job title(s) 
and department. 
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Q15 Does your organisation have an LGBT+ employee network/resource group in Hong Kong?  (SELECT 
ALL THAT APPLY) 

 Option Supporting Information Required 

a NONE 

b1 DESCRIPTION: State what you are doing to establish a specific LGBT+ employee network in Hong 
Kong, and/or how you are going about this. 

b2 DESCRIPTION AND/OR EVIDENCE: Provide details of your D&I network in Hong Kong, including 
name and whom it is open to. Evidence may include a screenshot from your intranet or other 
marketing communications. 

b3 DESCRIPTION AND/OR EVIDENCE: Provide details of the support and information employees 
receive about external LGBT+ networks. Evidence may include a screenshot of the communications 
containing this information. 

b4 DESCRIPTION: Provide the name and any other details of your global/regional LGBT+ network. 

c DESCRIPTION AND/OR EVIDENCE: Provide details of your LGBT+ network in Hong Kong, 
including name, whom it is open to, and when it was launched. Evidence may include a screenshot 
from your intranet or other marketing communications. 

d DESCRIPTION AND/OR EVIDENCE: Provide details of your LGBT+ network in Hong Kong, 
including name, whom it is open to, and when it was launched. Evidence may include a screenshot 
from your intranet or other marketing communications. 

e DESCRIPTION AND/OR EVIDENCE: Provide details of your LGBT+ network in Hong Kong, 
including name, whom it is open to, and when it was launched. Evidence may include a screenshot 
from your intranet or other marketing communications. 

Q16 Does your organisation have an executive sponsor for LGBT+ inclusion in Hong Kong?  (SELECT ONE 
ANSWER ONLY) 

 Option Supporting Information Required 

a NONE 

b DESCRIPTION: Provide name and job title. 

c DESCRIPTION: Provide name and job title. 

d DESCRIPTION: Provide name and job title. 
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CATEGORY 5: BENEFITS 

No. of Questions % of Overall Score* 

2 12% 

 

This category looks at what support and benefits you extend to employees and their dependants in Hong 
Kong, in relation to LGBT+ needs. 

Q17 Does your organisation take steps to ensure that the benefits you offer in Hong Kong are inclusive of 
LGBT+ employees? (SELECT ALL THAT APPLY) 

 Option Supporting Information Required 

a NONE 

b1 DESCRIPTION: State what you are doing to review your benefits in Hong Kong on a regular basis, 
and/or how you are going about this. 

b2 EVIDENCE: Provide relevant EXTRACTS from your Hong Kong benefits policies to demonstrate 
this, labeling clearly for this option. 

b3 EVIDENCE: Provide relevant EXTRACTS from your Hong Kong benefits policies to demonstrate 
this, labeling clearly for this option. Show that the benefits may apply to people in same sex 
relationships which are not in same-sex marriages / civil unions. 

b4 EVIDENCE: Provide relevant EXTRACTS from your Hong Kong benefits policies to demonstrate 
this, labeling clearly for this option. A rainbow family is an LGBT+ parented family, which may 
include adopted children. 

b5 EVIDENCE: Provide relevant EXTRACTS from your Hong Kong benefits policies to demonstrate 
this, labeling clearly for this option. 

b6 EVIDENCE: Provide relevant EXTRACTS from your Hong Kong benefits policies to demonstrate 
this, labeling clearly for this option. 

b7 EVIDENCE: Provide relevant EXTRACTS from your Hong Kong benefits policies to demonstrate 
this, labeling clearly for this option. 

b8 DESCRIPTION AND/OR EVIDENCE: State what you are doing and provide samples of internal 
marketing communications to demonstrate this, e.g. emails, posters. 

Q18 Does your organisation offer any benefits and/or support specifically to LGBT+ employees in Hong 
Kong?  (SELECT ALL THAT APPLY) 

 Option Supporting Information Required 

a NONE 

b DESCRIPTION: State what you are doing and/or how you are going about this. 

c1 DESCRIPTION AND/OR EVIDENCE: Describe and/or show evidence of this. 

c2 DESCRIPTION AND/OR EVIDENCE: Provide a screenshot or extract from your employee 
handbook, broadcast, posters, etc. announcing your EAP benefits, and, where possible, show that 
LGBT+ is covered. 

c3 DESCRIPTION AND/OR EVIDENCE: Describe and/or show evidence of this. 

c4 DESCRIPTION AND/OR EVIDENCE: Describe and/or show evidence of this. 

c5 DESCRIPTION AND/OR EVIDENCE: Provide a screenshot or extract from your employee 
handbook or intranet showing that transgender inclusive medical insurance is covered. 

c6 DESCRIPTION AND/OR EVIDENCE: Describe and/or show evidence for any additional benefits or 
support you offer specifically to LGBT+ employees. 
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CATEGORY 6: CORPORATE CULTURE 

No. of Questions % of Overall Score* 

4 16% 

 

This category looks at what steps you take to promote an LGBT+-inclusive corporate culture, with a specific 
focus on encouraging allies. 

Q19 Does your organisation foster a safe and inclusive environment by encouraging non-LGBT+ employees 
to support LGBT+ inclusion?  (SELECT ALL THAT APPLY) 

 Option Supporting Information Required 

a NONE 

b DESCRIPTION AND/OR EVIDENCE: State what you are doing and provide samples of internal 
marketing communications to demonstrate this, e.g. emails, posters. 

c DESCRIPTION AND/OR EVIDENCE: Describe what you do to encourage your employees to 
identify themselves as allies and provide samples from your marketing communications, e.g. 
screenshot from intranet, photos of ally materials, top tips for being an ally flyer, etc. 

d DESCRIPTION AND/OR EVIDENCE: Describe what else you do to encourage non-LGBT+ 
employees to support LGBT+ inclusion and, where possible, support with evidence 

Q20 Does your organisation communicate to employees in Hong Kong that it supports and values its 
LGBT+ employees? (SELECT ALL THAT APPLY) 

 Option Supporting Information Required 

a NONE 

b DESCRIPTION AND/OR EVIDENCE: Provide details of 2-3 LGBT+ role models you have profiled 
and support with evidence, e.g. screenshot from intranet, video clip, internal communications, etc. 

c DESCRIPTION AND/OR EVIDENCE: Describe your internal recognition scheme and support with 
evidence, e.g. screenshot from intranet, video clip, internal communications, etc. 

d DESCRIPTION AND/OR EVIDENCE: Provide details of your annual diversity/LGBT+ celebration in 
Hong Kong, including dates and support with evidence, e.g. screenshot from internet, internal 
communications, etc. 

e DESCRIPTION AND/OR EVIDENCE: Describe what else you do communicate to employees in 
Hong Kong that you support and value your LGBT+ employees and, where possible, support with 
evidence. 
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Q21 How does your senior executive/executive sponsor (referred to in Question 16) promote LGBT+ 
inclusion in Hong Kong?  (SELECT ALL THAT APPLY) 

 Option Supporting Information Required 

a NONE 

b1 DESCRIPTION AND/OR EVIDENCE: Describe what your senior executive/executive sponsor has 
done and provide extracts from speeches, blogs, etc. 

b2 DESCRIPTION: Describe how your senior executive/executive sponsor has raised the topic of 
LGBT+ inclusion with senior executives, and, where possible, support with evidence. 

b3 DESCRIPTION AND/OR EVIDENCE: Describe how your senior executive/executive sponsor has 
supported the activities of your LGBT+ network and, where possible, support with evidence. 

b4 DESCRIPTION AND/OR EVIDENCE: Describe how your senior executive/executive sponsor has 
represented your oganisation's position on LGBT+ inclusion externally and, where possible, support 
with evidence, e.g. extract from a blog, details of an event they have spoken at, etc. 

b5 DESCRIPTION: Provide details of the internal and/or external LGBT+-related initiatives your senior 
executive/executive sponsor has helped to secure funding for. 

b6 DESCRIPTION AND/OR EVIDENCE:  State other ways in which your senior executive/executive 
sponsor has helped to promote LGBT+ inclusion in Hong Kong and, where possible, support with 
evidence. 

Q22 Does your organisation take steps to engage directly with LGBT+ employees in Hong Kong?  (SELECT 
ALL THAT APPLY) 

 Option Supporting Information Required 

a NONE 

b DESCRIPTION: Describe what steps you take to engage directly with LGBT+ employees in Hong 
Kong. 

c DESCRIPTION: Describe how you have proactively supported the activities of your LGBT+ 
employee network in Hong Kong, including what resources it has provided to support their activities. 

d DESCRIPTION AND/OR EVIDENCE:  Provide 1-2 examples of how your organisation has 
partnered with your LGBT+ employees from a business perspective, for example, HR policies, 
business development opportunities, product development, marketing, campus recruitment, etc. 
and, where possible, support with evidence. 

e DESCRIPTION AND/OR EVIDENCE:  Describe what other steps your organisation takes to engage 
directly with LGBT+ employees in Hong Kong. 
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CATEGORY 7: MARKET POSITIONING 

No. of Questions % of Overall Score* 

2 6% 

 

This category looks at what steps you take to promote your organisation as LGBT+ inclusive in the external 
marketplace. 

Q23 Does your organisation take steps to ensure that your customer-facing processes in Hong Kong are 
LGBT+ inclusive? (SELECT ALL THAT APPLY) 

In this Index category, the word "customer" means any external person or entity that benefits from the goods 
or services your organisation provides, and is interchangeable with "client", "consumer", etc. 

 Option Supporting Information Required 

a NONE 

b DESCRIPTION: State how you are going about this. 

c1 EVIDENCE: Provide screenshots or extracts of the relevant online functions or documents, e.g. 
training materials, procedures, guidelines. 

c2 DESCRIPTION AND/OR EVIDENCE: Describe what you are doing and how to ensure that your 
customer-facing employees comply with this. Where possible, provide evidence. In English, the 
commonly used gender neutral pronoun "they" is used instead of "he" or "she". 

c3 DESCRIPTION AND/OR EVIDENCE: Where possible, provide screenshots or extracts of the 
relevant online functions or documents used for changing customers' gender-related details. 

c4 EVIDENCE: Provide screenshots or extracts of the relevant document, e.g. training materials, 
procedures, guidelines. 

c5 DESCRIPTION AND/OR EVIDENCE: Describe what you are doing and how to ensure that your 
outsourced/contract customer-facing employees comply with this. Where possible, provide 
evidence. 

c6 EVIDENCE: Provide screenshots or extracts of the relevant documents, e.g. training materials, 
procedures, guidelines. 

c7 DESCRIPTION AND/OR EVIDENCE: Describe what other steps your organisation takes to ensure 
that customer-facing processes are LGBT+ inclusive. 

c8 DESCRIPTION AND/OR EVIDENCE: Describe what other steps your organisation takes to ensure 
that customer-facing processes are LGBT+ inclusive. 
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Q24 Do you proactively market your organisation, your products and/or services to the LGBT+ market in 
Hong Kong?  (SELECT ALL THAT APPLY) 

 Option Supporting Information Required 

a NONE 

b DESCRIPTION: State who is responsible for reviewing your marketing materials and what 
criteria/guidelines are used to ensure LGBT+ inclusive language and imagery. 

c EVIDENCE: Provide extracts of your recruitment marketing to show how you promote your 
organisation to the LGBT+ community for recruitment purposes in Hong Kong, e.g. screenshot from 
website, marketing emails, advertisements, banner ads, social media, etc. 

d DESCRIPTION AND/OR EVIDENCE: Explain how you proactively promote your brand as LGBT+-
friendly when pitching for business and/or engaging with potential clients and business partners. 
Where possible, support with evidence. 

e DESCRIPTION AND/OR EVIDENCE: Explain what specific products and services you have 
developed targeted at the LGBT+ market in Hong Kong and, where possible, support with evidence. 

f EVIDENCE: Provide extracts of media coverage (offline or online) featuring your organisation and 
its commitment to LGBT+ inclusion. 

g DESCRIPTION AND/OR EVIDENCE: Explain/show evidence of the external recognition you have 
received for your LGBT+ inclusion work in Hong Kong. 

h DESCRIPTION AND/OR EVIDENCE: Explain how else you have proactively marketed your 
organisation, products and /or services to the LGBT+ marketing in Hong Kong and, where possible, 
support with evidence. 
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CATEGORY 8: MEASUREMENT 

No. of Questions % of Overall Score* 

2 6% 

 
This category looks at how you collect and analyse data relating to LGBT+ inclusion in Hong Kong. 

Q25 Does your organisation include sexual orientation and gender identity as a data point in Hong Kong 
employee surveys or data collection forms? (SELECT ALL THAT APPLY) 

 Option Supporting Information Required 

a NONE 

b EVIDENCE: Provide a sample of your employee survey or data collection form and highlight where 
it makes specific reference to sexual orientation. Also highlight where it states that this data should 
be provided on a voluntary and anonymous basis. Please omit any specific or identifying data. 

c EVIDENCE: Provide a sample of your employee survey or data collection form and highlight where 
it makes specific reference to gender identity. Also highlight where it states that this data should be 
provided on a voluntary and anonymous basis. Please omit any specific or identifying data. 

d EVIDENCE: Provide screenshots or extracts from the relevant online functions or documents. 

e EVIDENCE: Provide a sample of your employee survey or data collection form and highlight where 
it states why you are collecting data on sexual orientation and/or gender identity and how the data 
will be used. 

f EVIDENCE: Provide screenshots or extracts of your employee survey or data collection form and 
highlight where it states why you are collecting data on sexual orientation and/or gender identity and 
how the data will be used. 

g DESCRIPTION:  Describe the proactive steps you take to ensure the confidentially of the data your 
LGBT+ employees in Hong Kong share. 

Q26 How does your organisation review and analyse the LGBT+ workforce data it collects in Hong Kong to 
examine the workplace culture and inform its Diversity & Inclusion strategy? (SELECT ALL THAT 
APPLY) 

 Option Supporting Information Required 

a NONE 

b1 DESCRIPTION: Describe how you analyse the LGBT+ workforce data you collect to assess 
whether LGBT+ employees in Hong Kong are directly or indirectly disadvantaged at any stage in 
the recruitment process. Where possible, provide a specific example of what such analysis has 
shown. 

b2 DESCRIPTION: Describe how you analyse the LGBT+ workforce data you collect to assess 
whether LGBT+ employees in Hong Kong are directly or indirectly disadvantaged in the 
performance review and talent management processes. Where possible, provide a specific example 
of what such analysis has shown. 

b3 DESCRIPTION:  Describe how you analyse the LGBT+ workforce data you collect to assess 
whether LGBT+ employees in Hong Kong are as equally engaged as their non-LGBT+ colleagues. 
Where possible, provide a specific example of what such analysis has shown. 

b4 DESCRIPTION:  Describe how else you have analysed the LGBT+ workforce data you collect in 
Hong Kong to examine the workplace culture and inform your diversity and inclusion strategy. 
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CATEGORY 9: COMMUNITY & ADVOCACY 

No. of Questions % of Overall Score* 

4 13% 

 

This category looks at how your organisation supports community efforts to promote LGBT+ inclusion and to 
what extent you are an advocate for change in Hong Kong.   

Q27 Has your organisation supported community efforts to promote LGBT+ inclusion in Hong Kong? 
(SELECT ALL THAT APPLY) 

 Option Supporting Information Required 

a NONE 

b DESCRIPTION: State what financial, in-kind support and/or pro bono services you have provided to 
LGBT+-focused organisations or activities in Hong Kong. 

c1 DESCRIPTION AND/OR EVIDENCE:  Describe how your employees have supported the Pride 
Parade Hong Kong. Provide evidence: e.g. internal communications, photos from the event, etc. 

c2 DESCRIPTION AND/OR EVIDENCE:  Describe how your employees have supported Pink Dot 
Hong Kong. Provide evidence: e.g. internal communications, photos from the event, etc. 

c3 DESCRIPTION AND/OR EVIDENCE:  Describe how your employees in Hong Kong have supported 
Pink Season. Provide evidence: e.g. internal communications, photos from the event, etc. 

c4 DESCRIPTION AND EVIDENCE: Describe any other activities your employees in Hong Kong have 
supported and provide evidence, e.g. internal communications, photos from the event, etc. 

Q28 Has your organisation taken steps to increase understanding, share learnings and promote LGBT+ 
inclusion externally in Hong Kong?  (SELECT ALL THAT APPLY) 

 Option Supporting Information Required 

a NONE 

b1 DESCRIPTION AND/OR EVIDENCE: State what third party events your representatives have 
spoken at and provide samples of marketing materials that show the date, subject and speakers, 
e.g. event promotion, invites, programmes, speaker details, etc. 

b2 DESCRIPTION AND/OR EVIDENCE: Describe what events you have organised and provide 
samples of marketing materials that show the date, subject and speakers, e.g. event promotion, 
invites, programmes, speaker details, etc. 

b3 DESCRIPTION AND/OR EVIDENCE: Explain how you have collaborated with other companies 
and, where possible, support with evidence. List the other organisations you have collaborated with. 

b4 DESCRIPTION AND/OR EVIDENCE: Explain how you have engaged and shared best practices 
with business associations and, where possible, support with evidence. List the business 
associations that you have engaged with. 

b5 DESCRIPTION AND/OR EVIDENCE: Explain how you have mentored or provided advice to other 
organisations or individuals in Hong Kong on LGBT+ inclusion and, where possible, support with 
evidence. 

b6 DESCRIPTION AND/OR EVIDENCE: Explain what other steps you have taken to increase 
understanding, share learnings and promote LGBT+ inclusion externally in Hong Kong and, where 
possible, support with evidence. 
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Q29 Has your organisation been a visible champion of change and advocated for greater LGBT+ inclusion 
in Hong Kong? (SELECT ALL THAT APPLY) 

 Option Supporting Information Required 

a NONE 

b DESCRIPTION AND/OR EVIDENCE: Explain and/or show evidence of whom you have engaged 
with and what activities you have done, e.g. samples of event marketing, event rundown, guest lists, 
communications, etc. 

c DESCRIPTION AND/OR EVIDENCE: Explain what you have done and/or show evidence of how 
you have shared policies with partners, contractors, and suppliers, e.g. samples of communications, 
notes from meetings, etc. 

d DESCRIPTION AND/OR EVIDENCE: Explain and/or show evidence of how you do this, e.g. extract 
from RFP, public statement on website, etc.  

e DESCRIPTION AND/OR EVIDENCE: Explain how else you have used your sphere of influence to 
engage key stakeholders on LGBT+ inclusion in Hong Kong and, where possible, support with 
evidence. 

Q30 Has your company been a visible champion of change and advocated for greater LGBT+ inclusion in 
Hong Kong?  (SELECT ALL THAT APPLY) 

 Option Supporting Information Required 

a NONE 

b1 DESCRIPTION AND/OR EVIDENCE: Explain what you have done and/or show evidence to 
support your activities, e.g. news clips, extract of your response to public consultation(s), 
communications, etc. 

b2 DESCRIPTION AND/OR EVIDENCE: Explain what you have done and/or show evidence to 
support your activies, e.g. samples of communications with EOC or Government. 

b3 DESCRIPTION AND/OR EVIDENCE: Explain how else you have been a visible champion of 
change and advocated for greater LGBT+ inclusion in Hong Kong and, where possible, support with 
evidence. 

 

 

 

 

*  Community Business reserves the right to make adjustments to the % of overall score for each question and category. 

 


