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I N T R O D U C T I O N
  
The Gender Equality Management Systems Certification Programme or the Gender Equality Seal 
for public and private companies is a pioneering initiative in Latin America and the Caribbean. 
Promoted by the United Nations Development Programme, it consists of a collective effort 
involving governments, the private sector and trade unions to establish and achieve standards of 
excellence that promote gender equality and the empowerment of women. Once the participating 
companies have successfully completed the certification programme, they are awarded a Gender 
Equality Seal, a symbol of recognition of gender equality in the workplace. 

Created in 2009, the Community of the Gender Equality Seal consists of thirteen countries in 
Latin America and the Caribbean and more than 600 companies and more than 1,700 certified 
headquarters and places of work. Since 2016, this initiative began a global expansion with more 
than fifteen countries in Africa Asia-Pacific, Eastern Europe and the Middle East, which have 
already adopted or are in the process of adopting the programme.

In this framework, and with the commitment to develop national and regional capacities for the 
implementation of this initiative, UNDP has developed a mixed in-person and online training 
portfolio for gender quality advisers, as well as a toolbox that contains resources, formats, guides 
and graphic materials to support countries in the process of developing their Seals. Part of this 
package includes the web tool, EQUALITY@WORK, an online system that facilitates organizational 
access to reports on gender gaps as well as monitor their evolution. This document, which seeks 
to guide the development of gender equality policies and action plans, will be an integral part of 
this toolbox.

The design and approval of a Gender Equality Policy and its corresponding Action Plan is one of 
the key stages in the implementation of the Gender Equality Management Systems in companies 
and organizations (GEMS). Once the company or organization has diagnosed their situation 
through a gender perspective, the Equality Policy and Action Plan are the instruments through 
which the organization decides what it will do and how to overcome the identified inequality gaps.

This Guide for the Development of Gender Equality Policies in Companies and Organizations 
(the Guide) was formed from the cumulative experience of the different national certification 
programmes. It has been further developed thanks in part to the contents provided by the UNDP 
for its own training courses, as well as the guides and manuals already in place in countries 
such as Costa Rica, Chile and Uruguay. The UNDP intends to strengthen and expand the toolkit 
available in the region, and therefore the technical and methodological support it provides to 
the companies and organizations in process of achieving their certification, as well as to the 
advisers that accompany them. It has evolved with the aim of being a practical instrument of 
simple application, adaptable to different contexts.

The Guide is structured in two main parts. The first conceptualises the tool and its objectives, 
characterises it and points out the key elements that must be present for the success of its 
development and the reference parameters that must be taken into account. The first part 
concludes by describing the dimensions of analysis. The second part guides the operationalisation 
of the diagnosis in four phases: Preparation; Collection of Data; Analysis and Preparation of the 
Report; and Approval and Communication. Finally, a list of links and bibliography that can serve 
the organizations and the responsible persons to deepen the realisation of diagnoses of gender 
gaps is included as an annex. 

We now invite you to begin the diagnosis of your company or organization. We are confident that 
its application will allow you to see, for the first time, inequitable situations previously invisible 
or otherwise considered “natural”. It will undoubtedly also allow for a much deeper and more 
comprehensive understanding of the organization and the dynamics and relationships that 
operate within it. 
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1. THE ORGANIZATIONAL DIAGNOSIS WITH 
A GENDER PERSPECTIVE: 
WHAT ARE WE TALKING ABOUT?

PART ONE: 
THE BASIS OF ORGANIZATIONAL DIAGNOSIS WITH A GENDER PERSPECTIVE

The Gender Equality Policy and the Action Plan are 
two key elements of a Gender Equality Management 
System (GEMS), understood as the set of procedures and 
practices of organizational management whose purpose is 
the transformation of human resources management and 
organizational processes in order to guarantee a greater 
degree of equality of opportunities, treatment and results 
among workers. From this perspective, the GEMS is a 
formal system that documents the processes, procedures 
and responsibilities for the achievement of policies for 
gender equality and its objectives within an organization. 

The management cycle of GEMS is based on the Plan-
Do-Check-Act model of continuous improvement, which 
first recognises opportunities for improvement through 
four stages. The first is an Organizational Diagnosis with 
a Gender Perspective. The second plans the changes 
through the formulation of a Gender Equality Policy and 
an Action Plan to close gender gaps. The third sees the 
execution and testing of changes according to the Action 
Plan. Finally, the evaluation of the level of compliance 
with the established requirements is undertaken, while 
reviewing, analysing and establishing what the organization 
has learned from the process. 

In this way, the Diagnosis is the key instrument that serves 
as the basis for the planning phase of GEMS and will also 
subsequently serve for the verification activities. 

According to the Oxford English Dictionary, “diagnosis” 
consists of collecting and analysing data to identify the 
nature of a problem. In the specific case of organisational 
diagnostics, it is an analytical process that allows for the 
understanding of a particular organisation at a specific 
point in time, so that problems and areas of opportunity 
may be identified in order to correct the former and take 
advantage of the latter. The ultimate goal of a diagnosis is 
to serve as a basis for the design and execution of plans, 
strategies or actions to meet the needs, solve problems, or 
fill gaps detected in the specific area of action. 

If we speak then of organizational diagnoses from a gender 
perspective, we refer to those diagnoses focused on 
identifying the existing problems and gaps in relation to 
gender equality in a given organisation, and the areas of 
opportunity that arise from it, in order to develop policies 
and plans focused on its reduction and eventual elimination. 

KEY CONCEPTS

Gender Gaps (UNDP Gender Equality Glossary): Are the differences between women and men that are expressed 
in terms of inequality of opportunities, in particular regarding the use, access and control of resources and services 
and the enjoyment of the benefits of development, which limit the exercise of human rights and the well-being and 
integral development of people. Gender gaps are built on biological differences and are the result of discriminatory 
attitudes and practices, whether individual, social or institutional, that hamper the enjoyment and equitable exercise 
of citizens’ rights. Some examples:

 D Gender pay gap: is the difference between the wages of men and those of women expressed as a percentage 
of men’s wages, which is typically higher. 

 D Gender gap in access to decision making: is the difference in the participation of women and men in the decision-
making positions of the organization, where women are often underrepresented.

 D Gender bias refers to the persistence of male perspectives and values when defining instruments, implementing 
procedures and evaluating processes. Gender biases mostly place women at a disadvantage compared to men 
in many aspects of life and particularly in the world of work. For example:

 A Gender biases in hiring: when, although not explicitly, the hiring of a specific person is prioritised based on 
the persistence of gender stereotypes that imply abilities to perform a certain role bettr rather than as a result 
of actual proven abilities.

 A Gender biases in promotion: when men are promoted over women based on stereotypes, for example, that 
women as a result of family and care responsibilities have lesser availability of time.
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2. OBJECTIVES AND EXPECTED RESULTS 

The Diagnosis is a systematic collection and analysis of 
relevant qualitative and quantitative information, which 
serves to deepend understanding about the status of gender 
equality within a company or organization. It is carried out 
with the objective of identifying and analysing the situation, 
characteristics of personnel, and their working conditions, 
disaggregated by sex, in order to identify inequalities or 
situations that threaten the exercise of labour rights. In 
this sense, the diagnosis aims to detect procedures and 
practices that generate inequalities or discrimination based 
on sex in order to provide information and recommendations 
for the design of an Action Plan that focuses on overcoming 
them.

Sex-disaggregated data is data that is cross-classified by 
sex, presenting information separately for men and women, 
boys and girls. Sex-disaggregated data reflect roles, 
real situations, general conditions of women and men, 

girls and boys in every aspect of society. For instance, 
the literacy rate, education levels, business ownership, 
employment, wage differences, dependants, house and 
land ownership, loans and credit, debts, etc. When data 
is not disaggregated by sex, it is more difficult to identify 
real and potential inequalities. Sex-disaggregated data is 
necessary for effective gender analysis. 

In this way, the organizational diagnosis with a gender 
perspective is not an end in itself but a tool of analysis, and 
its results are the starting point in the adoption of practices 
that promote gender equality. They constitute the starting 
point in a process of reflection, evaluation and planning of 
quality management with gender equality.

The key questions that a gender diagnosis aims to answer 
can be summarised as follows:

Central questions of an organizational
diagnosis with a gender perspective:

1. What is the specific situation of women and men in the organization (sectors, occupations, positions, decision 
levels, work days, types of contracts, health and occupational safety, etc.)? Differences exist? How are they 
caused?

2. Are there inequalities in access to opportunities between women and men (positions, occupations, sectors, 
decision levels, work days, type of contract, health and safety, professional development, etc.)? How are they 
caused? What steps does the organization take to eliminate them? 

3. Does the organization take into account the specific needs, interests and opinions of women and men in an 
equal manner in the policies and actions it develops? How does it achieve this? 

4. Does the organization promote its relations with the outside world (clients, suppliers, allies, clients, etc.) on the 
basis of non-discrimination and equality between women and men?

  1UNICEF, UNFPA, UNDP, UN Women. “Gender Equality, UN Coherence and You”; UNESCO (2003) 
Gender Mainstreaming Implementation Framework

The objectives can be summarised in the following way:

 F Identify the characteristics, needs and specific 
interests of women and men who work in the 
organization. For this, it is essential to collect not only 
statistical data disaggregated by sex, but also their 
opinions and points of view in relation to the situation 
in which they find themselves, and the management of 
human resources in the organization.

 F Identify existing gender gaps, particularly in terms 
of access and distribution of women and men in the 
different areas and types of positions and hierarchy, 
remuneration, professional development and the 
benefits of work, health and safety at work and the 
reconciliation between family and work life, as well as 
the policies and practices that determine them.

 F Identify existing good practices in the organization to 
analyse and assess whether they can be expanded or 
strengthened to have a greater impact.

 F To know if, and in what way, the organization complies 
with the country’s labour legislation, particularly with 
regard to women’s labour rights, maternity leave, non-
discrimination based on sex, equality of opportunities 
and the prevention and elimination of workplace and 
sexual harassment. It is important to bear in mind 
that, although compliance with labour regulations is 
an obligation of any public or private organization 
regardless of whether or not they seek to be certified 
under a gender equality seal, the diagnosis requires a 
detailed verification of this.

 F Identify training and professional development 
needs of the staff. The analysis of the knowledge, 
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qualifications and competences of the personnel 
both in their respective areas of competence and in 
the application of the gender approach in their work 
environment, will serve as the basis for identifying the 
training and professional development needs of the 
work team. 

 F Identify needs for improvement in the internal and 
external communication of the organization in a way 
that is consistent with the objectives of gender equality.

Once completed, the diagnosis will be a document that will 
allow the organization to: 

 F Prioritise problems of gender inequality and make 
decisions regarding the areas of intervention and the 
expected temporary goals. 

 F Demonstrate the need to establish the Gender 
Equality Management System (GEMS) in order to 
explicitly and systematically address the identified 
gender gaps and make the necessary decisions to 

reduce and eliminate them progressively. Thus, the 
diagnosis is the basis on which the Gender Equality 
Policy and the Gender Equality Action Plan of the 
organization will be sustained.

 F Establish a baseline from which future comparisons 
will be established. Thus, the data gathered in the 
diagnosis constitutes the point of reference to measure 
the progress over time of the implementation of the 
Policy and the Action Plan, as well as the evaluation 
of the effectiveness and results of the actions that take 
place. 

 F Contribute positively to the organizational climate. 
Being a participative instrument, the diagnosis and 
the subsequent construction of the Action Plan send 
a signal to the staff that their opinions, perceptions 
and points of view are important for the organization, 
generating a more satisfactory and motivating work 
environment. 

3. CHARACTERISTICS   
 F Strategic: The diagnosis should focus not only on the 

identification of existing circumstances in the organization 
in terms of differences in access to opportunities 
and resources (e.g. jobs, salaries, opportunities for 
training and professional development), but also in 
the identification and analysis of the power relations 
between men and women and the discriminative 
stereotypes that underlie it. It is expected therefore, 
that the diagnosis provides substantive information that 
enables the implemmentation  of measures to make 
work relationships fairer and more equitable.

 F Systematic: As with any research process, the relevant 
data must be collected in an orderly and systematic 
manner in order to ensure that the findings that result 
from the diagnosis are adequately supported. 

 F Time bound: The diagnosis must have a clear 
beginning and end. This is important both because the 
situation of the organization is changing over time and 
because the idea that the diagnosis is only the initial 
stage of a process should be transmitted to the staff, 
and in which their participation will give concrete results 
in a given time. 

 F Useful and practical: It must serve to improve the 
organization and so be action-orientated.  

 F Participatory: It is very important that the diagnosis 
generates a process of gathering information and 

discussion that encompasses as many people as 
possible. In any case, the participation of women and 
men from different areas and types of positions in 
the organization, whether operational, administrative, 
technical and managerial, must be ensured. To do this, 
they must always ensure adequate conditions so that 
the staff as a whole, and in particular women, feel free 
and safe to express their opinions and points of view. 
This requires the explicit support of the management of 
the organization, which should, as already mentioned, 
facilitate the participation, in time and form, of the staff 
in the activities involved in the process.

 F Confidential: Confidentiality is essential for people to 
feel confident in expressing their opinions and points 
of view. Thus, despite all relevant contributions being 
recorded, specific details must be omitted except when 
otherwise requested. 

 F Flexible: Companies and organizations are different 
and diverse, both in themselves and in relation to the 
context in which they are located. The implementation 
of the tool must be flexible and applied in each 
case in function of these characteristics, and of the 
specific requirements established by the regulation 
or programme of the country where the company or 
organization is certified. 
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4. NECESSARY CONDITIONS
    FOR DEVELOPMENT

5. REFERENCE PARAMETERS  

The development of an organizational diagnosis with a 
gender perspective is the first step in the implementation 
of a Gender Equality Management System (GEMS). 
The decision to start GEMS is within the power of the 
organization’s management, which must clearly and 
explicitly show its commitment by: 

 F Communicating to all staff the commitment of the 
management with the development of the diagnosis 
and the initiation of the GEMS. 

 F Transmitting the necessary indicators to the staff 

in their different levels and responsibilities, to facilitate 
and ensure their active participation in the diagnostic 
activities, and to facilitate in a timely manner and in an 
appropriate form the information that the diagnostic 
team requests.

 F Ensuring the human and material resources 
necessary for its implementation.

 F Ensuring that the entire process of gender diagnosis 
is aligned with the strategy of the company or 
organization. 

The reference parameters to make a diagnosis of this type 
should be:

 F The international normative framework approved by 
the country in terms of labour rights, women’s right and 
gender equality.

 F The national normative framework on labour rights and 
gender equality.

 F The dimensions and requirements established by the 
rules and norms or the Certification Programme of the 
country where the company or organization wants to 

be certified. These requirements are reflected in the 
rules and norms, for those countries that have it, or 
in the manuals of implementation of the certification 
programmes in each case. 

Below, some of the most relevant international normative 
instruments are briefly presented.

Likewise, the organization or company must take into account 
its internal policies and plans in terms of human resource 
management and staff organization, which are expected 
to have been defined in accordance with national labour 
legislation.

 k Convention on the Elimination of all Forms of Discrimination Against Women (CEDAW) reaffirms the right of women to 
the same job opportunities as men, to freely choose their profession and employment, to stability within the workplace, to 
equal pay for equal work, to social security, to the protection of their health and to occupational security.

  
 k The Declaration on the Elimination of Violence Against Women (1993) emphasises the need and responsibility of states 

in which women can enjoy the rights and principles related to equality, security, freedom, integrity and dignity established 
in the human rights treaties. It establishes that violence against women constitutes an obstacle not only to the achievement 
of equality, but also to development and peace.

  
 k Inter-American Convention on the Prevention, Punishment, and Eradication of Violence against Women (Convention 

of Belém do Pará) defines violence against women, including specifically sexual harassment in the workplace “that is 
perpetrated or condoned by the state or its agents regardless of where it occurs” (Art.2).

 k Beijing Declaration and Platform for Action in the framework of the Fourth World Conference on Women in Beijing 
(1994) expresses the commitment of the states to the promotion and development of women. It advances in a fundamental 
way the conceptualisation of gender equality, focusing on its objectives on the empowerment of the “autonomy of all women.” 
The Platform indicates the inequalities that persist between men and women are among the root causes of poverty and 
vulnerability. Several agreements of the International Labor Organization include: Convention 100 on equal pay; Convention 
103 on the protection of maternity; Convention 111 on discrimination in employment and occupation; and Convention 189 
on domestic work. 

 k The 2030 Sustainable Development Agenda, which includes 17 Sustainable Development Goals (SDGs) in which the 
fulfilment of gender equality and the empowerment of women and girls appear both explicitly (SDG5) and transversely as 
an accelerator for the fulfilment of the 2030 Agenda as a whole. Similarly, the 169 goals contain inclusion and sustainability, 
including full employment and decent work for all people. 

 k The Regional Conferences on Women in Latin America and the Caribbean, in particular those held in Quito (2007), 
Brasilia (201), and Santo Domingo (2013), have issued various recommendations on the advancement of gender equality 
in the world of work.

Table 1. Main international normative instruments related to gender equality at work
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6. PILLARS OF THE DIAGNOSIS   
Based on the existing experience, gender equality 
certification programmes orbit around six pillars, 
which express fundamental commitments towards the 

achievement of gender equality in the workplace. These six 
pillars are presented below:

To achieve progress in these pillars or goals, the certification 
programmes have established different dimensions or 
areas of work as a way of grouping both the research areas 
and the requirements to be met by the companies. Although 
the companies can present particularities in the grouping of 
these areas or dimensions, in general, all the programmes 
address the following areas:

a. Staff management and organization: Refers to the 
strategic aspects of the organization related to its 
organizational and management structure, its mission, 
vision and working principles, its policies and plans, and 
the mechanisms and practices by which these are built.  
Here it will be analysed if and in what way the promotion 
of gender equality is present and visible in the definition 
and function of the organization, as well as its expression 
in the structure and organization of the staff, and will be 
identified by: the distribution by gender in the different 
areas of the company and in different occupations; the 
distribution of gender in decision-making positions; 
how work days are arranged or what kind of contracts 
men and women have; staff turnover and its causes, 
among others. 

b. Recruitment and selection: The selection of personnel 
begins with the construction of profiles and goes through 
the processes of recruitment, selection and hiring. 
These processes are key to the promotion of equality, 
given that in the process of defining skills, knowledge, 
experience, attitudes and specific capacities to cover 
certain jobs, gender biases and stereotypes are often 
present, even if not in an objective or explicit way. These 
biases are the basis of both vertical and horizontal 
segregation. 

c. Professional development and training: Refers to the 
mechanisms that organizations use to encourage internal 

mobility. It establishes the form and mechanisms of 
promotion and lateral movements, such as performance 
evaluations (their format, scope, frequency, form of 
application, etc.) or other mechanisms, whether formal 
or otherwise, that measure or assess the performance 
of a worker, their potential for development in the 
company, their suitability and compliance with the 
objectives of the job they perform, etc2. 

d. Remuneration and incentives: Refers to the 
policies and practices of the organization in relation 
to remuneration, salaries and wages, which make up 
the organizational salary structure, and also to other 
benefits and bonuses. If they exist, labour or collective 
agreements that determine systems of agreed increases 
should also be analysed.

e. Family and labour reconciliation with co-
responsibility: This dimension of analysis is aimed at 
identifying the existence and the need for measures 
that promote compatibility between work and family life, 
as well as visualising the importance for the company 
of participating in care as a shared responsibility in 
which it can carry out actions tending to generate better 
conditions among its workers. 

 
f. Work environment, health and quality of life: This 

dimension considers the measures tending to promote 
an adequate work environment, where patterns of 
behaviour are healthy and free of discrimination. Among 
the aspects that are usually addressed are: occupational 
health and safety; facilities and equipment; and the 
existence of actions to raise awareness, promote and 
protect sexual and reproductive health. 

g. Workplace and sexual harassment: The diagnosis 
should focus on identifying the existence or otherwise, 

2 Equipares Colombia



Guide for the Development of Organizational Diagnostics with a Gender Perspective in Companies and Organizations 11

and the scope, of specific actions by the company 
or organization for the prevention, detection, report-
ing and punishment of harassment in the workplace. 
These actions cover both specific actions aimed at the 
detection, intervention and attention of these cases, 
as well as the application of the corresponding sanc-
tions regime, or the referral to specialised agencies for 
their attention. It should also focus on the identification 
of previous situations that have occurred, even if they 
have not been reported, and the mechanisms that have 
operated in some way in those situations. 

h. Internal and external communication: To understand 
how the communication of the organization contributes 
to the deconstruction of gender stereotypes, makes the 
participation and contributions of women visible, con-
tributes to the eradication of any type of discrimination 
and promotes equality between women and men and 
co-responsibility in care work or, on the contrary, how 
organizational communication reinforces them. 
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PART TWO: 
THE CYCLE OF DEVELOPMENT OF AN ORGANIZATIONAL DIAGNOSIS WITH A GENDER PERSPECTIVE

The process for preparing the diagnosis consists of four 
phases: 

 D Phase 1: Work planning and communication to staff 
of the decision to perform the diagnosis of gender gaps.

 
 D Phase 2: Collection of quantitative and qualitative 

data on the organization and its situation with respect 
to gender equality. 

 D Phase 3: Gender analysis of the data obtained and 
preparation of the diagnostic report. 

 D Phase 4: Approval of the diagnostic report by 
management and communication to the staff of the 
results obtained as a basis for the implementation 
of GEMS and the design and implementation of the 
Gender Equality Policy and Action Plan. 

. 

PHASE 1: WORK PLANNING 
Before starting to collect data, it is advisable to dedicate 
some time to plan the work. The steps and components of 
this phase are indicated in the diagram below. 

The fundamental purpose of this first phase will be to 
delimit the specific objectives of the process, the expected 
scope, the people who will participate, the techniques to be 
used, and the human and material resources and the time 
necessary for their realisation.

To achieve this, a work schedule will be prepared, including 
activities to be developed during the diagnosis, given times 
and instruments for collecting information will be designed. 
Likewise, it will be the moment in which the management will 
communicate to all the staff its commitment and interest in 
conducting a diagnosis of gender gaps in the organization 

and the reasons that motivate such action, as well as the 
facilitation of the conditions for its development. Therefore, 
the objectives of this phase consist of the following:

• Define the issue that is to be diagnosed, and explain 
why;

• Identify and assign responsibilities;

• Define what information is required and how it will be 
obtained;

• Identify and designate resources and schedule; and

• Communicate to staff the process to be developed and 
the participation required of them.
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1. Assignment of responsibilities

The constitution and size of the team that will develop the 
diagnosis will depend to a large extent on the size of the 
organization and on the scope and depth proposed for the 
diagnosis.  

At this moment the Gender Equality Committee of the 
organization begins to play a key role, which must have 
been previously appointed to carry out the diagnosis. This 
committee is responsible for implementing all the steps of 
the Gender Equality Management System, leading the entire 
development process of GEMS and therefore the diagnosis, 
ensuring the necessary resources to develop it and keeping 
the management informed at all times. Although for its 
standardisation it should follow the indications established 
by the respective certification programme, it is generally 
recommended that it be integrated by management 
personnel, ensuring the participation of human resources, 
internal audits (if any), communications and operations. 

Given that the members of the Gender Equality Committee 
are not obligated to have previous experience in the 
promotion of gender equality or the development of 
diagnoses of this type, the committee may decide to assume 
the diagnosis directly or with the support of personnel from 
organization itself, or to hire a person or external advisory 
team in order to successfully realise the diagnosis. One 
of the criteria to be considered is the extent to which the 
field activities conducted by internal staff (e.g. interviews, 
focus groups) may affect the qualitative participation of the 
organization’s staff. In these cases, external facilitation can 
empower people to express their opinions more freely. This 
option might incur additional costs for the organization, and 
so it is important that the organization itself decides what is 
appropriate to achieve the goal. 

2. Identification of the information

The diagnosis of gender gaps includes, as explained in the 
previous section, a large number of dimensions. It collects 
both qualitative (opinions, perceptions, observations) and 
quantitative data, which serve to inform the baseline of the 
gender indicators and their subsequent progress within the 

organization. 
The data to be collected will be of the following types:

 F Statistical data disaggregated by sex found in 
registers and databases. For example: 

• Distribution of men and women by levels of 
responsibility, department, type of position and 
contract, etc.

• Structure of remuneration and pay disaggregated 
by sex, department and level.

• Working days and absences; causes of disability, 
accidents and occupational illnesses. 

• Types and attendance of trainings.

• Use of work-life reconciliation measures, use of 
permissions and flexibilities.

• Cases or complaints of workplace harassment, 
sexual or otherwise, based on reasons of gender.

 F Corporate documents, understanding the official 
documents of the organization that establish strategies 
or practices and define the nature and functions of the 
organization:

• Organization manual and job descriptions.

• Policies regarding promotion and salary.

• Labour agreements and collective bargaining.

• Business development plan.

• Code of ethics.

• Labour reports. 

• Publications, brochures, publicity material, 
informative material, web pages, etc.
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 F Informal policies and practices, understood as “ways 
of doing and proceeding” that, although not official, 
still directly influence the dynamics of practice and 
dimensions of analysis. These cultural practices are 
more prevalent in companies and organizations that 
are less regulated or formalised. Some examples may 
include: 

• When women or men are not hired for a given 
position as a result of gender stereotypes, even 
though such decisions are not stated explicitly;

• When personal safety equipment is designed or 
purchased without taking into account the physical 
or psychological needs of women;

• When management team meetings are held as a 
custom outside normal working hours.

 F Opinions, points of view and perceptions of staff. 
Gender is a structural dimension of our societies and 
therefore also of a person’s way of thinking. Their 
perceptions and opinions are strongly affected by 
their gendered experience in a particular society at a 

particular point in time. A gender diagnosis allows for 
the exposure of these different perceptions of reality, 
and make visible the opinions and points of view of 
people whose presence in the workplace is often 
rendered invisible by the historically constructed vision 
and needs of men. 

• Surveys of opinion and perception: work 
environment, harassment and violence at work, 
conciliation measures, state of equality and non-
discrimination in the organization, etc.

• Interviews with key staff.

• Mixed or single-sex focus groups.

As previously mentioned, it is important to facilitate the 
participation of as many staff as possible, including the 
people who make up the Gender Equality Committee 
and the respective heads of departments under analysis 
(HR, communications, etc.), as well as the highest ranking 
executives and, in particular, women at all levels and areas 
of participation.

3. The Analysis of Risks

Before starting the diagnostic process, it is important that the facilitating team identifies and analyses possible risks it may 
face. The following table shows some of the most frequent obstacles encountered in this type of diagnosis, as well as 
some suggestions in overcoming them.
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Analysing these obstacles during the preparation phase is 
essential in ensuring that the necessary actions are in place 
to mitigate as much as possible their adverse effects. 

 
4. Sources of Information and Collection Techniques 

A gender diagnosis is a quantitative as well as qualitative 
analysis. Therefore, it will be developed both from secondary 
sources (documents) as well as from primary sources 
(people and their environment). To collect the information 
from each of these sources, specific techniques must be 
used:

 F Secondary sources: Refer to data and documentary 
information. They include databses statistics and time 
series, as well as organizational policy documents, 
internal reports and information or advertising material. 

Techniques used to collect and analyse such data 
include: 

• Documentary review on different types of materials 
and documents of the organization is very useful in 
providing both qualitative and quantitative material 
that can be used to complete and compare with the 
data collected through other means, like surveys 
and interviews.  

• Collection and organization of statistical data on 
the payroll. 

 F Primary sources: Corresponds to people and the social 
or physical environment in which they find themselves 
a part. In this case it refers to the people who work in 
the organization, their occupations and job areas. Their 
thoughts, perceptions, ways of thinking and acting that 

Frequent obstacles How they may be overcome

 w Difficulties in obtaining reliable quantitative infor-
mation. 

 w Focus on identifying little but accurate data.  

 w Resistances derived from the persistence of ste-
reotypes, opinions and ways of thinking.

 w Ensure that the management clearly and explicitly 
communicates to all staff its commitment to gen-
der equality, at appropriate times and in different 
ways (e.g. meetings, emails, announcements). It 
is also important that the expected scope of the 
process be clearly conveyed to avoid generating 
unachievable expectations.  

 w Time constraints, especially for management and 
executives, or of production/operative staff

 w Schedule the dates for work ahead of time with 
relevant staff.

 w Accommodate interview schedules to the availa-
bility of staff.

 w Assess the possibility of developing activities at 
the beginning or end of working hours to mini-
mise interruption.

 w Lack of sensitivity on the part of all the manage-
ment staff about the issues and the questioning 
of its relevance to the organization and its specif-
ic area of work.

 w Include a prior awareness session that justifies, 
with objective data, the importance of gender 
equality in organizations to improve their effec-
tiveness. 

 w Insufficient human and material resources to de-
velop the diagnosis process in a timely manner. 

 w Prioritise group activities (group interviews, focus 
groups) as well as polls or surveys that can be 
done online or in bulk. 

 w Obstacles to obtaining documentary information, 
especially in highly hierarchical organizations 
where information is very controlled, or in others 
where the control of information is used as a 
mechanism of informal power. 

 w Give responsibility for requesting information to a 
top executive

Table 2. Frequent Obstacles Encountered in the Implementation of Gender Diagnosis and Suggestions for Overcoming them
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make up the organizational culture make it essential 
to identify the main features in terms of gender. It is 
therefore important to take into account:

• The opinions and suggestions of the different 
sectors of the company or organization, 
including administrative, technical, operations, and 
sales personnel, as well as those of trade unions 
should they be present. 

• The opinions of all the staff of the organization 
regarding the different roles of women and men 
within it, the obstacles or facilities they encounter 
for their professional development, and the ways 
in which the conditioning factors and gender 
biases in the system are expressed in terms of 
values and the culture of the organization. It is 
important to obtain the perspectives of managerial 
and executive staff, due to their establishment of 
precedents and models of behaviour. 

• The needs expressed by men and women in 
relation to their professional development in order 
to capture their particular requirements regarding 
their work trajectory within the organization, their 
possibilities of professional fulfilment, their training 
requirements, their relationships with colleagues as 
well as their superiors, and their expectations for 
the future.

Various techniques can be used to collect diagnostic 
information. These serve both to collect information and data 
that already exists in the form of databases or organizational 
records, as well as to generate specific data appropriate to 
the requirements of the diagnosis. The objective is to make 
the most of the time and resources available and to not 
duplicate effort.

Information Gathering Techniques

To collect information from primary sources different 
techniques may be used:

 F Surveys or questionnaires: Allow for the gathering of 
quantitative data on the characteristics of the personnel 
on which can be performed statistical treatments, and 
qualitative data related to their opinions, perceptions 
and needs. In addition to gender, other demographic 
and/or personal characteristics – such as age, ethnicity, 
department – may be considered.

 F Interviews: Provide qualitative data that allows for 
the analysis and interpretation of organizational 
culture, perceptions and beliefs, and experiences and 
expectations of staff. Due to requiring a significant 
amount of time to conduct, it is suggested to plan 
interview scheduling carefully in order to maximise data 
collection while minimising disruption to operations. 

 F Group discussions and focus groups: Refer to a 
form of qualitative research in which a group of people 
meet to discuss opinions and/or attitudes on a specific 
topic. The facilitator raises generating questions that 
are answered through group interaction in a dynamic 
in which participants feel comfortable to express 
themselves freely. It is recommended to form groups 
that are homogenous in terms of hierarchical levels, 
but heterogeneous in terms of departments, in order to 
facilitate free expression. It is also advisable to work 
with groups of the same sex in order to encourage 
spaces of dialogue absent of gender bias. 

OPPORTUNITIES FOR PROFESSIONAL/PERSONAL DEVELOPMENT

Objectives
4.1 Determine if there are inequalities in training opportunities.
4.2 Determine if there are inequalities in professional development opportunities.
4.3 Understand the assessment of careers and growth expectations.

Questions
- Changing the subject, we would like to know if you have received any training provided by the organization to 
improve work performance. 
- How do you determine who receives these trainings?
- Have you received all the trainings that you consider to be necessary? If not, why do you think that is?
- Are all departments and positions receiving training? Any more than others?
- Having reached the position you are in, are you satisfied with your career within the organization? Have you 
reached where you expected and what are your expectations for future growth?

Example Group Interview Guide. Guide for Organizational Diagnosis. Model of Quality with Equality, Uruguay.

• Participant observation: Refers to the external presence of an observer in meetings, events or working days with the 
aim of identifying, systematising and analysing the dynamics present in the organization.
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Table 3. Aspects to Consider When Selecting the Techniques to be Used

Source: Guide for Gender Gaps Diagnosis in Costa Rica (Version updated to 2017, pending publication), INAMU, Costa Rica.

It is important to bear in mind that the choice of technique(s) 
used and the number of activities in each case will depend 
to a large extent on the data that is to be collected, the 
characteristics of the organization, and the human, material 
and time-based resources available. For example:

 F In a smaller company or organization, it will tend to be 
easier to obtain first-hand impressions of the staff. As 
a result, survey methods could be ignored and other 
forms of data collection, such as interviews or focus 
groups, may be prioritised. That said, it is typically 
recommended to conduct a staff survey in order to 
gather anonymised perceptions in more sensitive areas 
of analysis.

 F In a large organization it may be convenient to carry 
out an opinion poll of a representative sample of staff 
and complement it with in-depth interviews with key 
individuals as well as discussion groups. 

 F In an organization where there is a history of workplace 
or sexual harassment, it is always recommended to 

design focus groups based on sex and type of position 
in order to gain a deeper appreciation of the situation 
free of fear or bias.

It is worth noting the importance of documenting all field 
activities, so that it is possible to systematise, analyse and 
return to data collected. 
  

ATTENTION:

It is important to always remember the information 
compitaltion and its analysis should always be 
done disaggregated by gender, and when deemed 
necessary, following other characteristics (area of 
work, type of position, etc.).

Technique Consideration

Individual interviews  » Use with people who have little time available 
but whose participation is very relevant.

 » Prioritise key informants (management, exec-
utives, staff responsible for HR or in a depart-
ment of specific interest).

Group interviews  » Oriented to obtain data, as complete as possi-
ble, from a specific area of work regardless of 
position or hierarchy.

 » Ensure that the necessary conditions are cre-
ated so that all the participating staff have an 
opportunity to express themselves freely without 
fear of repercussion or bias.

Focus groups  » Oriented to discuss or deepen understanding 
on a particular aspect of work, be it HR 
management, workplace or sexual harassment, 
organizational culture, etc. 

 » It is recommended to invite people with similar 
hierarchical levels in order to minimise untoward 
effects of power dynamics and to maximise 
participation.

 » The possibility of carrying out focus groups 
separated by gender should be considered 
in order to facilitate the open participation of 
women. 
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The basic tools

The Organizational Diagnosis with a gender perspective is 
based on four basic tools:

a. Organizational self-diagnosis with a gender 
perspective.

b. Gender indicators.

c. Workplace environment survey in relation to gender 
equality.

d. SWOT analysis.

a) Organizational Self-diagnosis with a Gender 
Perspective 

The self-diagnosis consists of a structured form regarding 
basic information about the organization, its staff and 
infrastructure. It also gathers information about the 
certification programmes and norms of gender equality 

relevant to each country, particularly around the dimensions 
of: Management and Organization; Recruitment and 
Selection; Professional Development and Pay; Work-Life 
Balance; Work Environment, Health and Quality of Life; 
Workplace and Sexual Harassment; and Communication. 

The self-diagnosis form is completed by the organization at 
the beginning of the process and establishes a baseline of 
the organization. It identifies the numerical data on staff as 
well as the existence or otherwise of policies and procedures 
promoting and ensuring equality between workers. In cases 
where a country already has their own instrument of self-
diagnosis, that instrument takes precedence and should be 
used by the organization or company.

Example Page of the Self-diagnosis Form

Work-life balance between family, work and personal life

Objective: To determine if the company or organization 
promotes a balance between personal, family and work life 
of employees without discrimination.

Answer yes or no as the case may be Yes No

Is there a way to know and follow-up on the needs, demands and suggestions of staff in relation to time 
and activities carried out at work and at home?

m m

Are any types of support available to men and women regarding childcare in addition to those provided 
by law?

m m

Is there any mechanism that allows the employee to request flexible working for a period of time? m m

Is there any mechanism that provides days of sick leave for dependent children without reducing the 
hours worked?

m m

Is there any mechanism that provides days of sick leave for spouses or other dependents without deduc-
ing vacation time?

m m

Is maternity leave offered or promoted in the case of children born prematurely or with complications 
without deducting from vacation time?

m m

Are the current regulations regarding breastfeeding respected? m m

Does the company ensure that women and men who apply for permissions retain their position without 
negatively affecting their influence, reputation, image, or opportunity for advancement?

m m

Does the company provide facilities for its staff to attend important family events, even when these coin-
cide with work schedules, within the scope of responsibilities?

m m

Are flexible agreements formally managed so they can better balance their work with their responsibilities 
of their personal and family life, including questions related to studies, personal interests, sports or other 
situations?

m m

Is it common for employees to work overtime? m m

Are management meetings usually held within the established working schedule? m m

Does the company provide a support service for dependents of staff? m m

Does the company provide financial support for external day-care centres? m m

Does the company provide financial support or services for vacation periods of dependent children? m m

Does the company provide grants or economic transfers for the care of other types of dependents (e.g. 
the elderly, disabled)?

m m
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b) Gender Indicators

According to UNDP (2016) an indicator is a verifiable 
measure that reveals the progress (or lack thereof) towards 
objectives; a means of measuring what actually happens 
against what has been planned in terms of quantity, quality 
and timeliness. As such, there are different ways to define 
indicators. For the case at hand, indicators can be divided 
into one of two fundamental types, which can be further 
subdivided: 

 F Management indicators: Show to what extent 
procedures exist to ensure or advance gender equality 
and how they work. 

• Process indicator: Refers to the variation in the 
work procedures of the organization. For example: 
“Percentage of recruitment procedures that have 
incorporated the gender approach.”

• Product indicator: Refers to the number of 
activities developed, documents reviewed or staff 
participation in certain activities. For example: 
“Percentage of women who have attended 
technical training.”

 F Outcome indicators: Show the existing inequalities 
between women and men and therefore monitor the 
effectiveness of advances in gender equality within the 
organization. They can also be of two types:

• Gap indicators: Identify inequalities between 
women and men, expressed in numerical 
measurements. For example: “Relative participation 
of women and men in the management committee.”

• Indicators of perception: Refer to differences that, 
although subjective, are quantifiable. For example: 
“Difference between the perceptions of women and 
men in relation to the existence of gender equality 
in the organization.”

To the extent that it is feasible and useful to identify the 
causes of a given situation, as well as to monitor the impact 
of the measures selected to address them across each 
dimension, it is suggested that both management and 
outcome indicators be used. 

The data required to construct these indicators must 
be present in the data collection instruments, whether 
documentary or field, that are used for the diagnosis. Once 
GEMS has been launched, the organization must ensure 
that the measurement of the indicators is incorporated into 
its operational procedures and, as far as possible, the usual 
monitoring procedures. 

It is also important that in the diagnostic phase the 
organization make an inventory of the available sources of 
information it has, and examines the feasibility and quality 
of the data collected. Thus, it must identify those indicators 

for which there is no information available or where the 
information is inadequate, and list them to be considered 
for future data collection and improvement plans (CEPAL, 
UNIFEM, UNFPA, 2006).3  

Some key indicators: 

 D Occupational segregation indicators refer to the 
location of men and women within the organizational 
structure, as well as their respective roles and levels 
of responsibility. This information is important for the 
design of actions that seek to modify inequalities or 
imbalances in responsibility. 

• Indicators of horizontal segregation identify 
areas or jobs predominantly occupied by men 
(masculinised) or by women (feminised). The 
indicators of vertical segregation identify the 
differences in participation of men and women 
in management or decision-making positions, in 
which it is often found that the presence of women 
decreases the higher the hierarchical scale of an 
organization.

• This information, complemented by career analysis 
and in-depth interviews, identify the mechanisms 
of inequality that operate within an organization, 
facilitating the identification of measures to be 
included in the action plan that seeks to eliminate 
such inequalities. 

 D The indicators also refer, for example, to the existing 
measures of behaviour prevention associated with 
gender-based violence such as workplace harassment. 
In these cases, the measurements would provide 
information regarding the existence of cases, as well as 
the mechanisms in place to prevent or respond to them. 

 D In reference to work-life balance, data regarding human 
resources practices identifies areas of intervention and 
improvement in relation to the requirement of GEMS. 

 D On the other hand, data regarding training opportunities 
disaggregated by sex identifies the kind of training 
available and the participation of various demographics, 
as well as illustrate access to opportunities for the 
promotion of workers within the organization.

  3Guía para el diseño de un diagnóstico organizacional 
con perspectiva de genero. INMUJERES Uruguay.
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What is the Equality@Work system?

EQUALITY@WORK is a regional system of 
gender equality indicators that seek to highlight, 
characterise and quantify the degree of inequality 
and gender gaps between women and men in 
companies and organizations. It works through 
the generation of quantitative and qualitative 
data gained by periodic observation of indicators 
designed to investigate gender gaps. The System 
then consolidates and compares data, which 
allows for the monitoring of the companies and 
organizations in the process of advancing gender 
equality. 

A unified measurement system allows companies 
and organizations to access comparative scenarios 
at the sectoral, national and regional levels. The 
periodicity of the data collection develops an 
active mapping of an organization’s or company’s 
evolution in terms of reducing gender gaps. In 
addition to having comparable variables between 
countries, the System constitutes a source of 
primary information for the feeding of other local or 
regional initiatives that require disaggregated data 
by sex for the development of gender analysis. 

Who uses it?

The main users of the System are companies and 
organizations that want to establish a baseline 
understanding of gender equality, or those 
companies acknowledged with the Gender Equality 
Seal (GES) in a country from the region, in order to 
close any gaps that may exist. Those companies 
and organizations provide the information required 
for the calculation of individual, local and regional 
indicators. 

Structure of Equality@Work

The System includes seven components of 
organizational analysis, otherwise known as ‘pillars’ 
or ‘dimensions’:

1. General Scope of companies or organisations 
that have the Seal and have provided data.

2. Description of staff
3. Recruitment, selection and hiring 
4. Professional development and performance
5. Remuneration
6. Prevention of harassment in the workplace
7. Reconciling work-life balance with social co-

responsibility 

In each of the dimensions, a quantitative and 
qualitative analysis is conducted in order to 
develop a report on the company’s progress in 
terms of gender gaps. Following publication, and 
with the support of nation and/or international 
consultants, UNDP provides the company with 
recommendations for improvement. 

THE EQUALITY@WORK SYSTEM Normally, each certification programme includes in its 
manuals the indicators that companies and organizations 
use to measure in each dimension. In cases where they 
are not specified, it is recommended to use the indicators 
established by the System. 

c) The Organizational Climate Survey in Relation to 
Gender Equality

This is a tool that identifies the gender equality climate in an 
organization or company. The objective is to gain the per-
spective of the staff regarding the existing problems that 
GEMS intends to resolve.  

In the same sense as the self-diagnosis, this instrument has 
been designed to identify substantive information, themat-
ic knots and elements to be considered later in the Action 
Plan to overcome inequalities and improve the working en-
vironment. 

It is recommended that the survey: 

 F Be accessible and easy to fill, utilising a user-friendly 
format;

 F Establish a maximum time for filling and submitting;

 F Be anonymous and ensure that all information will be 
treated confidentially, and that the data will not be used 
for any purpose other than that established by the tool; 
and

 F Be established according to criteria of statistical rep-
resentation whether in terms of gender and age or 
sectoral representation in the organization, taking into 
account the size of the sample depends on the size of 
the company. 

The Climate Survey investigates the perception of the staff 
about the existence or otherwise of discrimination in the 
policies and practices of the organization. It is an important 
part of the process as it gives voice to the staff, acts as a 
starting point in the implementation of GEMS and, as men-
tioned previously, participation is an important element in 
the development of equality. 

d) SWOT Analysis 

The SWOT analysis 
identifies the strengths, 
weaknesses, opportunities 
and threats that may 
arise in the process of 
achieving gender equality 
in an organization. The 
strengths and weaknesses 
directly relate to the 
organization itself, while the 
opportunities and threats 
derive from the context in 
which it operates. 

It is a powerful tool for understanding the climate and culture 
of an organization, given that it provides substantive inputs for 
analysis. In order to record everything that happens during the 

Fuente: http://americalatinagenera.org
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TIPO DE INDICADOR RANGO VALOR
IDÓNEO NEGATIVO INTERMEDIO POSITIVO EJEMPLO FÓRMULA DE 

CÁLCULO

Presence % from 0% 
to 100%

In the 
middle
= 50%

Less than 
25% or 
greater 
than 75%

Between 
(25%-35%)
or 
between 
(65%-75%)

Between 
35% and 
65%

Degree of balance 
in presence of men 
and women among 
staff 

Percentage of 
women among 
staff, with relation 
to the total staff

Relative
success/presence 
ratio

From  
0 to 
Infinite

1 less than 
0,50 o 
greater 
than 2

Between  
(0,67 and 
0,50) or 
netween 
(1,50 y 2)

Between 
0,67 and 
1,50

Relative ratio 
for success 
of occupying 
responsibility 
positions (women/
men)

Relative 
Succes ratio for 
women to be in 
responsibility 
positions (nº 
of women in 
responsibility 
positions/total 
nº of women in 
staff),  is divided 
among men 
( nº of men in 
responsibility 
positions/total nº 
of men in staff )

Gender Gap from 
-50% to 
50%

In the 
middle
=0

less than 
-40% or 
greater 
than 40%

Between  
(-40% and 
-20%) or 
between 
(20% and 
40%)

Between 
20 and -20

Gap between men 
and omen presence 
y DIRECTIVES 
committees

Women 
representation 
% is found by 
substracting 50 
(distance which 
pushes herself 
away from central 
or middle value).

Normalized 
Indicator 

(horizontal 
and vertical 
segregation)

from 0 to 
10

10 less than 
4

between 4 
and 8

Greater 
than 8

Balanced presence 
of men and women 
in each type of 
position within the 
company

(Absence of 
horizontal 
segregation)

Normalized 
Indicator, finding 
occupational 
segregation for 
each type of 
position .

% 
of satisfied 
people (agree 
and totally agree) 
with the equality 
policies in the 
company or 
organisation

de 0% a 
100%

100% less than 
50%

between 
50% and 
65%

Greater 
than 65%

Men and women 
valuation/perception 
on whether 
recruiting,selection 
and hiring, 
processes 
contemplatecriteria 
of  equality  and 
non-discrimination 
by gender.

(% of people that 
agree + % of 
people that totally 
agree)/ total staff 
that filled out the 
questionnaire

Balance in 
perception  of men 
and women on 
whether equality 
policies of the 
company take into 
account criteria 
of equality and 
non-discrimination 
because of sex.

from 
-100% to 
100%

In the 
middle 
= 0

less than 
-40% o 
mayor 
que 40%

Between 
(-40% and 
-20%) or 
between 
(20% and 
40%)

between 
20 and -20

Degree of balance 
in the assessment/
perception of men 
and women on 
whether recruiting, 
selection and hiring 
processes take into 
account criteria 
of equality and 
non-discrimination 
because of sex.

(% of women 
that agree + % 
of women that 
totally agree)-(% 
of men that agree 
+ % of men that 
totally agree)

Source: EQUALITY@WORK System, UNPD.

SWOT’s development, it is recommended to have not only a 
facilitator but also a rapporteur who can capture gestures, body 
postures, attitudes, tones of voice, and so on. 

It is also recommended to carry out the SWOT once the available 

documentary information has been compiled and analysed, and 
the self-diagnosis and climate survey have been carried out, in 
order to enrich and refine the analysis. 

Table 4. Types of indicators included in the System



Guide for the Development of Organizational Diagnostics with a Gender Perspective in Companies and Organizations22

Strengths 

Refer to the capacities for the promotion of gender 
equality that already exist in the organization, for 
example: trained and willing staff; a high degree 
of innovation and formalisation of human resource 
procedures; recognition of the importance of 
gender equality in the governing principles of the 
organization; a high level of available resources 
(e.g. skills, knowledge, social capital, infrastructure, 
equipment, and commitment of economic and 
financial resources). 

Weaknesses 

Include the obstacles or resistances that exist within 
an organization for the advancement of equality, and 
the mechanisms through which they operate. Some 
examples could include: minimisation (“there are 
more serious problems right now”); externalisation 
(“the problem is in society; so long as society does 
not change we cannot do anything”); tokenisation 
(for example, agreeing formally to a gender perspec-
tive but without substantive commitment or action); 
and asymmetrical action (focusing only on women 
and not on the role of men); among others. 

Opportunities 

Relate to the external context of the organization 
and is concerned with factors in the business envi-
ronment on which the organization can capitalise in 
order to enhance or facilitate gender equality. For ex-
ample, the identification of companies in the sector 
committed to gender equality, the presence of gen-
der equality in legislative advances or media. 

Threats

Like opportunities, threats derive from the context, 
and the organization must identify and mitigate them 
in order to counter their potential impact on the pro-
motion of gender equality in the organization. They 
can include economic or sectoral crises that nega-
tively impact company development and creating a 
downward pressure on contracts, pay or conditions, 
as well as resistance to the equality agenda in the 
business world. 

5. The Work Plan 

Creating a work plan is an essential part of the process, 
determining in advance how the activities to be carried out 
will be distributed in the time available. It is advisable to 
start with several days for the collection and analysis of 
documentary data before beginning the “field work” with 
the staff. This shows what data is available as well as 

the normative aspects of gender found in the institutional 
documents. 

It is proposed that the work plan and schedule take on 
board the different activities outlined in this guide, detailing 
the field activities to be developed as well as indicating the 
responsible persons, times and necessary resources. For 
this, the following matrix is proposed:

The necessary resources must again be defined according 
to the size of the organization, the methodology designed 
and the time available. The following must be taken into 
account: 

 w The activity column should consider not only the 
facilitators, but also one or two support people to ensure 
logistical issues;

 w Provision of the necessary equipment such as laptop, 
projector, Wi-Fi connection where necessary for the 
work team to present as well as record the activities 
to be carried out, as well as stationary to record the 
participation of all informants disaggregated by sex, 

department, position and so on; and

 w Appropriate location to carry out group activities, in 
particular the focus groups, ensuring a quiet and private 
environment in which people can feel comfortable and 
that confidentiality is respected.

6. Communicating to Staff the Decision to Perform a 
Diagnosis of Gender Gaps

In order to secure the effective participation of staff, it is 
important to ensure awareness of the commitment of the 
management to carry out the diagnosis of gender gaps. 
Since data will be collected about staff, as well as their 

Phase Activity Executor Participants Date/Duration Resources

Table 5. Proposal Matrix to Prepare the Diagnostic Work Plan
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opinions, experiences and expectations, it is necessary to 
explain why and for what reason the information is required. 
Should this not occur, it is possible that the participation of 
staff be difficult to obtain, creating a weakness in the pursuit 
of gender equality. Below are indicated some strategies 
for communicating the intention of undertaking a gender 
diagnosis: 

 F Personal communication by the management, 
whether by email or by physical statement, is perhaps 
the quickest and most effective means for ensuring that 
all people in the organization are aware of the process, 
its objectives, and the commitment of the management. 
In this way, staff may also have the opportunity to raise 
questions or doubts;

 F A call from executives to managers linking the key staff 
in the organization to the process is a critical element 
of its success. Having the support of department heads 
can greatly facilitate the collection of information and by 
extension the progress of the diagnosis;

 F Information meetings allow staff to ask questions about 
the process and about their expected participation. A 
delegated person from management is recommended 
to lead the meeting;

 F Communication on bulletin boards; and

 F News in periodic bulletins of the organization.

PHASE 2: DATA COLLECTION 
The second phase of the diagnosis consists of collecting 
information in each of the eight dimensions indicated in 
Section 6 of Part 1 of this guide, and which are presented 
again in the following figure. Each dimension is described 

and subdivided into two sections: Information Needs, which 
briefly indicates what is to be identified in that specific area; 
and Information Sources, which indicates what sources can 
be used to find the data.

Fig.6. Dimensions of Analysis  of Organizational Diagnoses with a Gender Perspective
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1. Staff  Management and Organization

Refers to the collection of information regarding the policies 
and practices of human resource management. For this it is 
convenient to reflect on the different dimensions that make 
up the management of HR in the organization and, whenever 
possible, collect and compare the available statistical infor-
mation on each of these areas. 

Necessary data 

It is about obtaining a ‘snapshot’ of the current distribution of 
women and men in the organization, across different areas, 
sectors and levels. This image helps in identifying if, and in 
what ways, there is horizontal or vertical segregation by sex 
within the organization.

KEY CONCEPTS

 D Vertical Segregation: Unequal distribution of women and men in the different hierarchical levels of the 
organization. Women are often underrepresented at the higher levels. 

 D Horizontal Segregation: When women or men are concentrated in certain areas, occupations or professional 
activities.

Segmentation at work is a problem because: 

• It reproduces and reinforces the traditional assignment of gender roles, which brings certain types of tasks 
and functions as determined by sex. Data on this distribution worldwide indicates that women are more 
involved in areas of service and administration, while men predominate in more technical areas. 

• Sectors in which women predominate are also characterised by having more precarious working conditions, 
lower salaries and fewer opportunities for training and professional progression, in addition to lower social 
recognition. 

In order to know the characteristics of all staff in the 
organization, statistical information is needed that 
disaggregates horizontal and vertical segregation by sex. 
Some examples:

• Concentration of women and men in certain 
occupations, tasks and functions;

• Concentration of women or men in precarious, 
lower paid occuptions with fewer opportunities;

• Reproduction of the sexual division of labour;

• Absenteeism and turnover;

• Causes of dismissal or disassociation; and

• Level of compliance with the norms and standards 
of the country.

In this way it is possible to compare the characteristics and 
status of the staff and detect possible inequalities or gaps. 
It may sometimes be necessary to distinguish between 
the different geographical areas of the organization in 

cases where its activity is spread across offices or places 
of work. When possible, it is useful to gather information 
from previous years in order to analyse the evolution of 
participation by sex over time. 

It is also important to be disaggregate data by educational 
level, by type of contract, by seniority or time with the 
organization, especially when internal promotion is 
encouraged over outsourcing. In other cases, data can 
be organized by sex depending on the context of the 
organization or the emphasis of the diagnosis, such as age, 
type of contract, work scheduling, etc. Such disaggregation 
can give a more textured perspective on the causes 
underlying segregation by sex. If available, data should 
also be considered alongside marital status and number of 
dependent children when considering distribution of gender 
in decision-making positions. 

It is important to express data not only in net numbers (the 
number of men and women, for instance) but also in terms 
of the relationship between them (e.g. percentages of 
women in comparison to men in positions of responsibility). 
This allows for the more rapid visualisation and diagnosis of 
gender gaps and their magnitude.
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KEY CONCEPTS 

 D “Glass ceiling”: Expresses the idea of an invisible barrier that, without being determined by explicit or 
objective mechanisms, makes impossible or much more difficult the promotion of women to managerial 
or decision-making positions. The ‘ceiling’ arises due to stereotypes and prejudices about the ability 
of women to hold positions of responsibility, as well as their availability to work due to ideas about 
motherhood and family or domestic responsibilities. 

 D “Glass Labyrinth”: Expresses the many twists and turns, whether structural or personal, that women 
have to face in order to access decision-making positions. 

Data sources

 F Company records and databases.

 F Distribution of the workforce by department, type of position, type of contract, shift patterns.

 F Distribution of men and women in middle and senior levels of management, in the boards of directors or internal 
associations, health and safety committees, or as delegates of the company in external representative spaces.

 F Interviews with HR staff and management.

 F Opinions and perspectives of women and men (particularly of the former) in relation to the obstacles they face in 
accessing opportunities, development, positions of responsibility, obtained through interviews and focus groups.

OCCUPATIONAL SEGREGATION INDEX: also known 
as the Duncan Index, is a measure of occupational 
segregation based on gender that measures whether 
there is a larger than expected presence of one gender 
over another in a given occupation or labour force by 
identifying the percentage of employed women (or 
men) who would have to change occupations for the 
distribution of men and women to be equal. A Duncan 
Segregation Index value of 0 occurs when the share of 
women in every occupation is the same as women’s share 
of employment as a whole. In other words, 0 indicates 
perfect gender integration within the workforce, while a 
value of 1 indicates complete gender segregation. 

How is it calculated?

Step 1. The concentration index of women for each level 
is calculated.

Step 2. Calculate the concentration index of men for 
each level.

Step 3. The difference is calculated subtracting the 
concentration of women from men

Step 4. Multiple by its relative weight

Step 5. The absolute difference for each level is summed 

Step 6. The ISO is calculated by dividing the sum by 2

How is the result interpreted? 

 D Take a value between 0 and 1. 

 D An index equal to 1 indicates that there is total 
segregation, occupations are fully feminised or 
masculinised. 

 D An index equal to 0 indicates that there is no 
segregation. 

Table 6. Example of Indicators for the Management and Organization Dimension
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THE DISTRIBUTION OF PARTICIPATION INDEX: 
Reflects the weight or proportion of each sex for a given 
sector or occupation. It expresses the relationship 
between the number of women and men over the total 
population employed.  

How is it calculated?  The ratio between the number of 
employed women to employed men, against the total of 
men.

How is the result interpreted? 

 D An index higher than 1.25 indicates feminised/
masculinised occupations because they exceed the 
percentage of women or men in total employment by 
25%.

 D An index between 1 and 1.25 are integrated 
occupations because participation does not exceed 
more than 15% of total employment.

THE INDEX OF REPRESENTATION OR PRESENCE: 
Determines the degree of presence of women over the 
employed population in a particular occupation, with 
respect to the average participation of women in total 
employment.

How is it calculated?

% of women in an occupation / % of employed women.

How is the result interpreted? 

 F An index greater than 1 indicates that women are 
over-represented.

 F An index less than 1 indicates that women are under-
represented.

 F An index equal to 0 indicates that there is equality

THE INDEX OF ROTATION OR ACTIVITY RESTRICTION: 
Corresponds to the proportion of men and women 
who enter and leave an organization, discounting for 
retirement or death, on the average number of people 
in a discrete period of time. There are several types of 
indexes that can be calculated:
 

 F Unwanted rotation index: critical or high potential 
staff that leave the organization.

 F Voluntary and involuntary rotation index: voluntary 
corresponds to the staff that leave by their own will, 
while involuntary are those who leave by way of 
dismissal.

 F Preventable and non-avoidable rotation rate: non-
avoidable rotation is due to factors outside of the 
company’s control (e.g. due to relocation, maternity 
leave, career change).

 F Functional and dysfunctional rotation index: 
functional relates to the turnover of critical or high 
potential staff. 

How is it calculated? (A+D/2 * 100)/ (F1+F2/2)

A= New hires

D= Labour terminations

F1= Number of people at the beginning of the period

F2= Number of people at the end of the period

How is the result calculated? 

 D Although this index is specific for each sector or 
industry, rates above 20% should be monitored 
closely.

 D When comparing the rates of men and women, one 
sex should not exceed more than 1.5 times that of 
the other.  

2. Recruitment and Staff Selection 

Recruitment and selection refer to all those policies and 
practices that the organization develops to attract candi-
dates to fill vacancies, and the processes used to choose 
those that will be incorporated into the organization.

Necessary data

This section intends to identify if, and in what ways, the 
related policies and practices reduce gender biases and 
generate discrimination, whether directly or indirectly. At-
tention must therefore be placed on: 

 F Discriminatory practices in recruitment and selection 

processes, whether 
they are a direct part 
of organizational 
policy or a part 
that, although not 
institutionalised, 
n e v e r t h e l e s s 
indirectly operates 
on a daily basis 
by discriminating 
against the 
opportunities of 
one gender to access  
a position or sector;
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 F If gender stereotypes persist and what are they in 
the instruments, procedures and people involved in 
recruitment and selection;

 F If the profile of the positions offered in some way limits 
the access of a gender, and especially women;

 F The probability of success in selection of one gender 
compared to another; and

 F The level of requirement fulfilment with respect to the 
standard or certification programme of the country in 
which the company or organization is based.

KEY CONCEPTS

 D Discrimination based on gender: As defined in Article 1 of CEDAW, gender-based discrimination shall 
mean “any distinction, exclusion or restriction made on the basis of sex which has the effect or purpose 
of impairing or nullifying the recognition, enjoyment or exercise by women, irrespective of their marital 
status, on a basis of equality of men and women, of human rights and fundamental freedoms in the 
political, economic, social, cultural, civil or any other field.”4

 
 D Direct Discrimination: is generally easier to recognize as the discrimination is quite obvious. For 

example, in some countries, women cannot legally own property; they are forbidden by law to take 
certain jobs; or the customs of a community may not permit girls to go for higher education.5   In the 
private sector, it might imply job adverts that target women specifically for secretarial work. 

 D Indirect Discrimination: Indirect discrimination against girls and women can be difficult to recognize. It 
refers to situations that may appear to be unbiased but result in unequal treatment of girls and women. 
For example, a job for a police officer may have minimum height and weight criteria which women may 
find difficult to fulfil. As a result, women may be unable to become police officers6.  Another job advert 
might say for example: “Distributor wanted with full hourly availability.”

 D Gender stereotypes: simplistic generalizations about the gender attributes, differences and roles of 
women and men. Stereotypical characteristics about men are that they are competitive, acquisitive, 
autonomous, independent, confrontational, concerned about private goods. Parallel stereotypes of 
women hold that they are cooperative, nurturing, caring, connecting, group-oriented, concerned about 
public goods. Stereotypes are often used to justify gender discrimination more broadly and can be 
reflected and reinforced by traditional and modern theories, laws and institutional practices7.  For 
example:

 E “Men are more rational decision-makers.”
 E “Women are better for social work.” 

 D Stereotypes function  as the “guardians” of gender, impeding the full labour participation of women, as 
well as determining and limiting their aspirations and professional expectations. 

Data sources

Unlike in other dimensions or pillars, it is often quite 
difficult to obtain quantitative data about processes of 
recruitment and selection. In many cases, companies do 
not keep records of the number and distribution by sex of 
applicants. To resolve this problem, the following activities 
are recommended: 

 F Review of recruitment and selection policies and 
processes (interview formats, psychometric tests, etc);

 F Review of vacancies and job descriptions advertised;

 F An in-depth interview with the HR Manager or, if the 
company subcontracts recruitment, an interview with 
the person responsible;

 F Survey of staff opinions regarding the recruitment, 
selection and hiring processes; and

 F A review of the types of contract which hired staff can 
access (e.g. fixed or temporary, full- or part-time, shift 
patterns). 

4Convention on the Elimination of All Forms of Discrimination against Women (http://www.un.org/womenwatch/daw/cedaw/text/econvention.htm#article4).
  5Glosario PNUD 2016.

  6UNICEF (2011) Convention on the Elimination of all forms of Discrimination against Women: In Brief for Adolescents
  7UN Women Training Centre Gender Equality Glossary (https://trainingcentre.unwomen.org/mod/glossary/view.php).
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3. Professional Development and Training 

Professional development refers to 
the mechanisms that organizations 
employ in order to encourage 
and facilitate internal mobility. It 
establishes the form and process 
of vertical (promotion) and lateral 
movements, such as performance 
evaluations (their format, scope, 
frequency, form of application, 
etc.) or other mechanisms, formal or 
otherwise, that measure or assess the 
performance of a worker and compliance 
with the objectives of the position they 
occupy;  and their potential for development 
within the company.8 

Necessary data

The diagnosis seeks to identify the policies, practices 
and procedures used by the organization to evaluate 
the performance of its workers. The objective is the 
identification of the presence or absence of gender biases, 
whether direct or indirect, which generate inequalities in the 
distribution of opportunities that allow men and women to 
develop professionally. 

Training and continuing education are a fundamental 
practice in the management of human talent, and a right 
of all workers allowing them to acquire new skills and 
knowledge and adapt to technological, organizational 
or other changes. It is therefore a key mechanism of 
professional development and as a result training plans 
are analysed in some GEMS, although others establish 

training as a dimension in itself.

There is usually an imbalance in the 
participation of workers in the training 

processes, specifically in terms of 
the number and type of courses and 
training hours offered and received. 
This imbalance stems largely 
from the greater difficulties that 
women workers face in accessing 

training, given that many training 
plans do not consider the specific 

professional needs and interests of 
women, nor their greater domestic and 

care responsibilities. This results in the 
reduction of opportunities for women to update 

skills or adapt to workplace changes, thus limiting potential 
for professional development.

Data sources 

 F Company policies and practices for the evaluation of 
performance and processes of promotion.

 
 F Career development and training plans.

 
 F Corporate governance code.

 F Interviews with departmental heads and senior HR staff 
in order to understand how the valuation and promotion 
processes are implemented in practice.

 F Data disaggregated by sex on those who have been 
promoted in recent years. 

 F Staff opinion surveys on the perceptions of women 
workers in relation to the promotion and evaluation 
process.

KEY CONCEPTS

Performance and evaluation: mechanisms for the measurement of performance of workers, for the potential for 
growth, and for the fulfilment of work objectives.

8Equipares Colombia
9(https://www.ilo.org/wcmsp5/groups/public/---ed_norm/---declaration/documents/publication/wcms_decl_fs_84_en.pdf)

4. Remuneration and incentives 

According to the Equal Remuneration 
Convention, 1951 (No.100) enshrined by 
the ILO, remuneration and incentives 
refer to the “ordinary, basic or minimum 
wage or salary and any additional 
emoluments whatsoever payable 
directly or indirectly, whether in cash 
or in kind, by the employer to the 
worker and arising out of the worker’s 
employment.”9   Within a company, 
they make up the organizational salary 
structure that implies how work is valued. 
Differences in pay therefore suggests much 

about the relative value placed on the work 
of men and women. As a result, equal pay 

refers to the concept that both men and 
women must receive the same salary 
for performing work of equal value, 
and is a principle of both justice and 
labour rights. Ensuring that the work 
carried out by men and women is 
properly valued and absent of wage 
discrimination is essential to achieving 
gender equality. 

While this principle has been widely 
accepted by the international community, 

in practice it has been difficult to understand 
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what it involves and how it is applied. Inequality of 
remuneration between women and men remains a chronic 
problem and difficult to overcome if the concepts and 
implications for both the workplace in particular and society 

as a whole are not clearly understood, and preventive 
measures are not introduced. The challenge of applying 
this principle becomes even more important in the context 
of economic crisis.

KEY CONCEPTS

Remuneration and salary

Basic salary payed to a worker, including benefits, variable salary and retributions in kind.

Can include: basic salary, minimum salary, overtime, productivity bonuses, performance bonuses, seniority increases, 
benefits for dependents, tips or gratuities, automobiles, endowments or uniforms, commissions, insurance, food, etc. 

Wage equality

Fair compensation ensures that jobs of “equal value” are remunerated equally.

 D Remuneration for equal work: When women and men of similar qualifications receive the same remuneration 
when they perform the same or similar work, under equivalent conditions.

 D Compensation for work of equal value: When women and men perform different jobs, which require different 
skills and qualifications, which work under different conditions, but which in general is of equal value, they 
should receive equal remuneration. For example, the value generated by gardeners or cleaners is similar for an 
organization, although normally the cleaning tasks, carried out mostly by women, are valued and remunerated 
lower. Some similar binomials include: 

 E Feminised and less valued jobs: caregiver, social or community worker, domestic worker;

 E Masculinised and relatively better valued jobs: porters, security guards, drivers and gardeners.

Necessary data

First, it is necessary to know if there are significant 
differences in the wage bill received by women and men, 
then, second, to know if the causes of these differences are 
objectively justifiable or determined by gender biases. It is 
also important to cross data about remuneration and salary 
with other variables, such as education, experience, type of 
contract or seniority, and sector.  The main data to obtain 
would be the following: 

 F Compensation structure disaggregated by sex;

 F Comparative analysis of remuneration, benefit and 
salary;

 F Significant salary difference and causes of differences 
(wage gaps);

 F Criteria for assigning remuneration and salary (e.g. 
seniority, experience, performance); and

 F Level of compliance with requirements of the country’s 
certification programme or standards.

Data sources

 F Formal salary policies associated with job profiles and 
their evolution over time.

 F The organizational structure of salaries disaggregated 
by sex, occupation, department, educational level, 
seniority, among others. 

 F The organizational structure of bonuses, benefits and 
incentives, disaggregated by sex, received by staff as 
a result of performance evaluations.

 F Interviews with human resources managers and others 
who decide the allocation of salary in the organization.

 F Data disaggregated by sex on participation in training 
processes and, where possible the economic value 
of the training processes, their entry requirements, 
content, time commitments, compatibility with work and 
household schedules, etc. 

 F Opinion surveys or interviews with staff to gather their 
views on salary and/or remuneration policy and access 
to training

 F Staff opinion on access to training and education.
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WAGE GAP INDICATOR: measures the difference between the average income of men and women, as a percent-
age of men’s income. The gap can be expressed in terms of hours, weeks, months or years.

How is it calculated? 

Step 1. The average salary of women is calculated.
Step 2. The average salary for men is calculated.
Step 3. The difference between the average salaries of men and women is calculated.
Step 4. The average salary difference is divided by the average salary of men.

How is the result interpreted?

 D A negative gap signifies that men earn less than women, whereas a positive gap siginifies the reverse: that wom-
en on average earn less than men. 

5. Social Co-responsibility of Care
  
The gender (or sexual) division of labour refers to the way 
each society divides work among men and women, boys 
and girls, according to socially-established gender roles 
or what is considered appropriate and valuable for each 
sex. It is an important concept in basic gender analysis that 
helps deepen understanding about social relations as an 
entry point to sustainable change through development.10

Despite an increase in participation rates of women in la-
bour markets, they remain the primary care givers in the 
home and wider community, therefore adopting a ‘double 
burden’ or ‘second shift’ that impacts their prospects for 
professional development. Family and labour co-responsi-
bility refers to the concept that both men and women, as 
well as organizations and the state, must assume specific 
responsibilities in accordance with their roles to facilitate 
the reconciliation of work and family life. 

This dimension of analysis and intervention is aimed at 
identifying the presence (or otherwise) of measures de-
signed to promote reconciliation between work and family 

life, as well as visualising the importance for the company 
of participating in care as a shared responsibility in which it 
can perform actions generating better conditions and pros-
pects for its staff.

Necessary data

The diagnosis seeks to understand  how and to what extent 
organizations facilitate a work-life balance for their staff, 
whether through concrete or operative measures. More 
generally, it is designed to show if and how the organization 
contributes to changes in traditional gender roles and in 
particular the support of men in adopting co-responsibility. 
In sum, it aids in the understanding of how the organization 
is involved in the deconstruction of discriminatory patterns 
of behaviour and the reduction of inequality arising as a re-
sult of traditional notions of masculinity and femininity. 

Examples of co-responsibility may include the existence of 
childcare centres or subsidies for the payment of childcare, 
paternity and maternity leave, and permission to deal with 
family and personal matters (especially regarding the care 
of dependents).

KEY CONCEPTS

 D Maternity leave: The right of women to a period of rest at work in relation to pregnancy and childbirth.

 D Paternity leave: A period of time in which fathers may also take leave of work in order to be involved in the birth of their child 
and potentially time after in order to adopt care responsibilities. 

 D Parental leave: Leave that either or both parents may take in certain amounts in order to care for children.

 D Lactation license: Part of a package of measures for the mother to ensure support throughout inevitable interruptions, such as 
breastfeeding, with or without remuneration. In countries where this license is available, it extends between 6 and 23 months. 

 D Reduction of working hours or special permissions: A law in some countries in which the possibility of reducing working 
hours is available to facilitate support of dependents. 

 D Measures regarding flexibility in time and location flexibility: A set of measures that allow the adaptation of work schedules 
to combine flexibility in terms of place, time, or both. It may include: 

 E Part-time: Fewer work hours per day or week.

 E Job sharing: A contract is shared between two or more people.

 E Remote work: Telecommuting from outside the office from home or another location.

 E Compressed work: Scheduling an ordinary work week in a non-traditional way.

 E Flexible work: A system of working a set number of hours with the times chosen within agreed limits by the employee.

 E Relocation: The staff member is relocated to a work centre closer to their residence. 

10UN Women Training Centre Gender Equality Glossary
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Data sources

 F Records disaggregated by sex on causes of sick leave 
and applications for special permission.

 F Records disagreggated by sex on access to 
reconciliation measures.

 F Programmes and actions developed to promote 
reconciliation.

 F Opinions, perceptions and points of view of staff 
members (especially women).

 F Information provided by human resources and union 
representatives, among others. 

6. Work Environment, Health, and Quality of Life

Comprehensive health supposes the balance between 
phsycial, psychological, emotional, spiritual, material and 
environmental aspects in which a person develops.11  
When talking about health in the workplace, it refers to the 
overall set of methods, techniques and services provided 
by the organization that contribute to the good working 
environment and productive wellbeing, such as reducing 
absenteeism, increasing productivity and improving the 
environment.12

It is important to mention that not all national programmes 
include this dimension as a work area for the Seal. In those 
that do, it is occasionally included under the umbrella of 
the prevention and elimination of workplace and sexual 
harassment, while in others it is included independently. As 
a result, it is important that the norm or the requirements 
of the national programme be taken into account. For 
the puposes of this guide, it is considered as a separate 
dimension.

Necessary data

This dimension considers the measures intended to promote 
a work environment that is healthy and free of discrimination. 
The aspects that are usually addressed include:

 F Facilities and equipment: In order to see if and how the 
facilities, machinery, equipment and so on, with which 
workers are engaged on a daily basis take into account 
the specific conditions and needs of both men and 
women. It also includes analysis of the ergonomics of the 
work environment, including the layout and distributon 
of bathrooms and rest areas, as well as the adaptation 
of uniforms and personal protective equipment.

 F Occupational health and safety: Refers to if and how the 
company or organization develops actions to prevent 
and control potential risks for women and men in the 
company, recognising their particular conditions and 
needs. 

 F Sexual and reproductive health: In which programmes 
to raise awareness promote, prevent and care for 
sexual and reproductive health of all staff are analysed. 
This aspect has been addressed in some programmes, 
such as those in El Salvador and Costa Rica, as a 
response to national regulations on the prevention of 
risks in the workplace. 

This dimension is designed to improve understanding of if 
and how the organization has developed or is in the process 
of developing programmes for the control of hazards and 
risks at work. The objective is to identify the existence, if 
any, of gender gaps in the treatment of employees in the 
work environment. It is also important to determine existing 
mechanisms for carrying out inspections and periodic 
measurements of working conditions for the prevention of 
occupational risks. 

Data sources

 F Programmes and actions developed in occupational 
health and safety.

 F Opinions, perceptions and points of view of women and 
men in the organization.

 F Information provided by human resources, occupational 
health and safety committee, or other relevant teams.

 F Documents of activities developed in the subject (e.g. 
information campaigns, training, awareness activities). 

 F Participation of women in spaces where decisions are 
made about occupational health and safety. 

 F Active observation of machinery, equipment, facilities 
and their uses, considering safety and security in their 
access.

 F Possible stereotyped or discriminatory messages 
(such as graffiti, photos, threats, sexist language) that 
threaten the dignity of women or men. 

 F Documentation related to work accidents and actions 
taken in this regard.

Chilean Regulation Nch 3282, Integral Health

Diagnosis shall contain the following:

 E Existence and scope for the Mental Health Plan or 
Programme for the staff. 

 E Information on psycho-social factors that affect 
the staff welbeing through instruments such 
as environment, quality of life and other similar 
surveys.

 E Health promotion actions in environments that 
affect men and women according to their own 
differentiatied bio-psycho-social vulnerability 
levels, such as sexual and reproductive health, 
intrafamily violence, depression, among others.

 E Preventive diagnosos for most-incidential ilnesses 
in women and men (cervical,mamarian, prostate, 
and grastric cancers, among others).

 E Actions or programm promoting healthy habits 
such as soprts, artistic, cultural and recreational 
activities, etc.

 E Sex-differentiated information on health-related 
situations cusing absentism and resignation, 
identifying factors related to sexual and work 
harassment and family violence, among others. 

Source: Guía Sistema de Gestión de Igualdad de Género y Conciliación 
de la Vida Laboral, Familiar y Personal en las Organizaciones. Servicio 
Nacional de la Mujer Chile.

11Norma INTE 38-01-2015 Costa Rica
12Equipares, Colombia
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7. Prevention and Elimination of Workplace Harassment  

Workplace harassment is any conduct that constitutes 
repeated aggression, intimidation or harassment, 
exercised by the employer against the worker, or by one 
worker against another, by any means, and which results in 
the mistreatment, humiliation or detrimental impact on the 
work situation or job opportunities of the victim. Often they 
are premeditated actions with intent to cause harm, and 
are carried out systematically and repetitively. 

According to the Chilean Regulation NCh-3262, among the 
acts that constitute Workplace Harassment the following 
stand out:
 

 F Shouting at or insulting the worker. Assigning 
unobtainable goals or overloading with work.

 F The taking away of key responsibilities.

 F The modification of responsibilities without prior notice.

 F The exclusion through ignoring or other means. 

 F The withholding of crucial information.

 F Defamation.

 F The ignoring or attributing to third parties the 
achievement of the worker.

 F The criticising or ridiculing of work, ideas or proposals, 
constantly and without just cause.

 F The encouragement of co-workers to do the same.
 
In all cases it is a manifestation of power and domination 
of a person or persons (victimisers) against another person 
or persons (victims) who are in conditions of lesser power 
or greater vulnerability, and so diectly attacks the dignity 
of people. 

Workplace harassment based on gender occurs when 
harassment is carried out on the basis of the sex or gender 
(or gender identity) of the victim. Often it is because 
certain roles (such as lorry driver) are considered to be 
outside the “norm” for women to undertake, and therefore 
are considered to be questioning the status quo of the 
prevailing patriarchal system. Harassment in this sense is 
understood as a form of punishment against the perceived 
transgressors, and as such the most frequent victims of 
harassment are:

 E Women and men whose way of being does not 
correspond to preconceived notions of feminity 
or masculinity (strong, enerig women, not-enough  
feminine women, femenine men, etc. 

 E Women who work in traditionally masculine sectors or 
occupations.

 E Women and men of diverse sexual orientations or 
gender identities (gay, lesbian, transsexual).

The CEDAW General Recommendation No. 19: Violence 
Against Women defines sexual harassment as any such 
“unwelcome sexually determined behaviour as physical 

contact and advances, sexually coloured remarks, showing 
pornography and sexual demand, whether by words 
or actions. Such conduct can be humiliating and may 
constitute a health and safety problem; it is discriminatory 
when the woman has reasonable grounds to believe that 
her objection would disadvantage her in connection with 
her employment, including recruitment or promotion, or 
when it creates a hostile working environment.”13

In the same way, the ILO establishes that sexual harassment 
is “conduct that is sexual in nature. It can be conduct that is 
overt or covert. It is conduct that is offensive, unwelcome, 
uninvited, unreasonable and unacceptable. Whether a 
particular behaviour is defined as sexual harassment 
depends largely on whether the conduct is unwelcome to 
the person to whom the act or acts are directed along with 
the circumstances surrounding it.”14

Both CEDAW and the ILO identify sexual harassment as 
an expression of gender discrimination, in which both men 
and women can be targets, but further state that sexual 
harassment of women is much more widely prevalent 
because of “unequal social ideologies and practices that 
denigrate women.” As the right to work is an inalienable right 
of all human beings, that right can be seriously impared 
when employees are subjected to sexual and gender 
based forms of violence such as sexual harassment. For 
this reason, in many countries it is considered a serious 
crime. 

Sexual harassment in the workplace

Faced with an act or acts of sexual harassment, 
employees will find the overall work environment 
intimidating, demeaning or hostile. But sometimes, 
employees may not feel safe or strong enough to 
actively object to specific conduct. The mere fact that 
an employee appears to acquiesce, agree, comply 
with, accept, submit to, give in) or does not protest 
against the harassment, thereby creating an impression 
that the conduct was consensual, does not mean that 
sexual harassment has not occurred. 

Sexual harassment in the workplace can occur in two 
forms:

 D Quid pro quo: This is a direct threat or sexual 
bargaining by a person in a position of power 
connecting the threat of bargaining associated 
with terms and conditions of employment 
(hiring, promotion, retention, transfer, etc.) or 
workplace prospects/rewards (accessing training 
opportunities, appraisals, bonuses, etc.). 

 D A hostile working environment:  Refers to any 
unwelcome physical approaches, speech, gestures 
or conduct of a sexually discriminatory nature, from 
superiors/coworkers/subordinates that could result 
in an abusive working environment. When a target of 
sexual harassment has no choice in the encounter, 
or has reason to fear the repercussions if she/he 
objects, the exchange is one of coercion based on 
intimidation and aggression. It is important to note 
that the boundaries of a work environment are not 
limited by physical location. 

Sexual harassment may be based on sex and/or 
sexuality, but it is essentially about the exertion of 
power that can have a devasting effect on the victim.

13UN Committee on the Elimination of Discrimination Against Women (CEDAW), CEDAW General Recommendation No. 19: Violence against women, 1992, available at: 
http://www.refworld.org/docid/52d920c54.html [accessed 19 October 2018]
  14https://www.ilo.org/wcmsp5/groups/public/---asia/---ro-bangkok/---ilo-colombo/documents/publication/wcms_525537.pdf
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Necessary data 

In this pillar the diagnosis should focus on identifying the 
existence and scope of policies and protocols for the 
identification, detecting and reporting of cases of sexual 
harassment, as well as the mechanisms for punishment. 
This should also include previous cases, whether reported 
or not, and the referral or otherwise of specialised agencies.

Formore information, we suggest downloading and reading 
the Guide on Violence-Free Companies, indicated in the 
bibliography.

Data sources

 F Policies and protocols, if they exist formally, for the 
prevention, detection and attention of cases of sexual 
harassment.

 F Information provided by human resources or the people 
responsible for such cases.

 F Documentation regarding cases and the actions taken 
in this regard.

 F Documents of activities developed to raise awareness 
and prevent harassment in its different expressions.

 F Opinions, perceptions and points of view of groups 
of women and men in the organization through focus 
groups in safe and respectful environments and 
methodologies in order to ensure expression absent of 
fear. 

 F Opinions and perceptions of the medical or nursing 
staff of the company, should they exist. 

8. Inclusive and Non-sexist Communication

Organizations have internal and external methods of 
communication. Through communication, not only is 
information transmitted but also values, objectives, and 
a way of seeing the world. As such, communications can 
be analysed to see how they may contribute or otherwise 
to the deconstruction of gender sterotypes, make visible 
the participation and contributions of women, or promote 
equality and co-responsibility of women and men in 
domestic and care work. 

Necessary data

In this dimension the internal and external communications 
of the company will be analysed according to their use of 
language and the images or other graphic resources (such 
as marketing products) in order to determine their extent 
of inclusivity or non-sexism. It includes the communication 
that the organization projects about women and men, their 
relative positions and visibilities, as well as the relative 
capabilities of men and women within the organization to 
receive communication and their perceptions of it. The 
diagnosis will therefore utilise a gender analysis focused 
on the identification of organizational culture through the 
communication transmitted by the company, including 
the use of language and images in materials, to identify 
inequalities and discrimination.

Data sources

 F Printed internal circulation documents: mails, circulars, 
attendance records, training materials.

 F Internal signage: signs in premises, offices, 
departments, and so on.

 F Policies and practices regarding staff communication.

 F Printed documents related to the external image of 
the organization: business cards, flyers, promotional 
brochurds, advertising campaigns, and so on.

 F Website and social network projection, including 
Facebook and Twitter. 

 D Sexism in communication: Is the expression of 
gender discrimination in the different mechanisms 
and manifestations of communication.

 D Inclusive and non-sexist communication: Is 
communication that instead makes both women 
and men visible, promotes the deconstruction of 
gender stereotypes, and promotes equality and 
the elimination of discrimination.
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PHASE 3: ANALYSIS OF THE INFORMATION: RESULTS, CONCLUSIONS AND 
RECOMMENDATIONS OF THE DIAGNOSIS

1. Preparation of Quantitative Data Tables  

The data collected is processed and the gender gap 
indicators are constructed for each dimension. If the 
companies are registered in EQUALITY@WORK, then 
the collected data will be entered into the platform and a 
Gender Gap report automatically produced. Should the 
company not be registered, the indicators established by 
EQUALITY@WORK can also be used as references for the 
processing of the data. In other cases, the diagnostic team 
can design its own indicators depending on the requirements 
of the specific standard or programme. However, it is 
recommended to identify at least two quantitative indicators 
of gender gap for each of the eight dimensions. 

2. Systematisation of Qualitative Information

The systematisation consists of compiling and ordering the 
data collected from documentary review and field activities 
in each of the dimensions. It is above all the organization 
of qualitative information. In order to do so with as much 
integrity as possible, it is recommended to prepare a 
report with the data and notes collected in each of the 
field activities. For this reason, it is important to have one 
person in the diagnostic team responsible for preparing the 
reports, which the rest of the team then reviews and adds 
to as needed. It is also recommended to keep notes of the 
relevant references found in the documents and that guide 
the development of different dimensions.

3. The Gender Analysis of the Collected Data

The term ‘gender perspective’ is “a way of seeing or 
analyzing which looks at the impact of gender on people’s 
opportunities, social roles and interactions. This way of 
seeing is what enables one to carry out gender analysis 
and subsequently to mainstream a gender perspective 
into any proposed program, policy or organization.”15 16 
Gender analysis therefore begins with the collection of 
sex-disaggregated data, and its interpretation through the 
lens of a gender perspective. This serves to enlighten the 
relative needs, interests and conditions of women and men, 
their existing inequalities, and the potential power dynamics 
that might cause them. 

In this platform, the analysis of the data collected wll 
provide a description of the characteristics of the staff and 
organization, allowing for the identification of gender gaps 
in relation to job opportunities, the use, access and control 
of those opportunities, as well as work-based benefits such 
as salaries, bonuses, training and development, and so on. 
Doing so allows for the reflection on what measures may 
be taken in order to improve the situation and influence 
changes in the gender normative system (values, beliefs 
and stereotypes that persist in the organizational culture) 
in order to ensure more equal gender and labour relations. 

Fig. 7 Phase 3: Analysis of the Information

The final phase of the diagnosis is devoted to the 
systematisation and analysis of the findings obtained in 
the previous phases, as well as the recommendations 
arising from them. In short, it is about defining the situation 

from a gender perspective to identify good practices and 
aspects to be improved, which will be the basis of the 
recommendations in the Gender Equality Policy and Action 
Plan.

15UN Women Training Centre
16United Nations International Research and Training Institute for the Advancement of Women - INSTRAW basado en Health Canada, 2003 and ILO 2000 and Gender and 
Biodiversity Research guidelines. Otawa: International Development Research Centre, 1998 en http://www.berdingune.euskadi.eus/u89-congizon/es/contenidos/informacion/
glosario/es_gizonduz/glosario.html#2
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ATTENTION: 

It is essential to bear in mind that an accurate diagnosis 
requires the “triangulation” of different sources of data. 
For example, analysing the dimension of remuneration 
takes into account not only the income between men 
and women, but also of their relative perceptions in 
this regard alongside processes of selection and 
recruitment. This not only approximates the situation 
in monetary terms, but also the underlying causes 
of inequalities. In the work-family dimension, it is 
necessary to not only take into account the data on 
the existence or otherwise of policies that promote 
balance, but also the extent to which such policies 
are utilised and how access is perceived. Doing so 
requires analysing the dimension from a range of 
perspectives, both quantitative and qualitative. Not 
only this, but it is also important to ensure that the 
findings of the diagnosis are supported as firmly as 
possible in order to better defend them if questioned. 

ATTENTION:

In addition to what has already been mentioned, it is 
also worth remembering some aspects of document 
drafting for the development of a good diagnostic 
document. 

• Ensure that the presentation of ideas throughout 
the document follows a clear logic.

• Use clear and simple language that is easily 
understandable with correct spelling.

• Use common terminology of gender analysis 
in respect to organizations (e.g. horizontal and 
vertical integration, gender gap, glass ceiling) 
as well as the business environment (e.g. 
occupational health and safety, human talent, 
return on investment). 

 

Annex 2 includes a list of guiding questions for both the 
collection and analysis of data. Once the data has been 
collected and triangulated, it is recommended to conclude 
the analysis of each dimension by answering the following 
questions:

 D What are the main inequalities detected? What are their 
causes (stereotypes, beliefs, policies and/or practices)?

 D What good practices are promoting gender equality 
in the organization? How may they be promoted or 
enforced?

 D What should be improved? How can such improvement 
be attained? 

The answer to these three questions, for all the dimensions 
analysed, will feed the content of the conclusions and 
recommendations of the diagnostic report. 

4. Preparation of the Gender Gap Diagnostic Report

A possible outline for the development of this report is 
proposed below: 

1. Index

2. Executive summary: Given the limited time that 
senior managers have available, it is essential to 
include an executive summary of no more than 
3 pages that synthesises the main findings and 
recommendations found. 

3. Introduction: In which the justifications and 
context for the diagnosis are briefly explained.

4. Basic background to the organisation or 
company: In which the company is introduced 
in order to contextualise the diagnosis (operating 
time, sector, size, number of employees, markets, 
structure, etc.).

5. Methodology used: Very briefly, it should also 
indicate which methodology and instruments have 
been developed, what data collection activities 
have been carried out, the team involved and the 
time of their implementation. 

6. Scope and limitations: Indicates the scope of the 
diagnosis (for example, if the entire organization 
has been subject to the diagnosis or only a part of 
it) as well as the limitations or obstacles that have 

arisen throughout the course of the diagnosis. 

7. Results by dimension: Following the order of 
dimensions established by the national standard 
or programme, the qualitative and quantitative 
data collected should be clearly presented in 
appropriate forms (tables or graphs to express 
quantitative data, for example). 

8. Conclusions: This section should answer the 
question: what are the outstanding aspects for 
gender equality in each dimension based on 
the results obtained? To answer the question 
effectively and accurately, it is recommended to:  

 D Develop a general conclusion of each 
dimension, where the most relevant or 
significant aspects are synthesised from the 
previous results section.

 D New findings or information should not be 
presented here, but in the results.

 D The conclusions should not only lay out 
problems or gender gaps but also good 
practices where identified.

9. Recommendations: A section of 
recommendations should be included with each 
recommendation corresponding to the findings 
and conclusions of each dimension. (It is difficult 
to sustain recommendations that do not derive 
directly and explicitly from the problems and 
opportunities previously identified. If there is no 
problem, why intervene?)

 D At this level it is suggested that the 
recommendations are not yet actions or 
specific activities, but possible areas of 
improvement identified from the diagnosis, 
given that it will be the organization itself 
that will develop and implement the actions 
undertaken the Action Plan.

10. Annexes: In this final section the data tables, 
information collection instruments, notes about 
methodologies, or other relevant information may 
be included.
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PHASE 4: APPROVAL AND COMMUNICATION
Once the preliminary diagnosis report is prepared, it must 
be presented to the Gender Equality Committee of the 
organization. This will allow a first review and adjustment 
in order to ensure its consistency and clarity before it is 
presented to the organization’s senior management. The 
aim is to ensure the compliance of the report with the 
aforementioned specifications and above all the problems, 
gender gaps and opportunities for improvement identified 
in each dimension are supported. 

Following the first review, the results of the diagnosis are 
presented to senior management. This presentation is 
crucial, since it aims to clearly convey the results obtained 
and have a first level discussion on possible measures to be 
implemented, as well as to address privately those findings 
that are particularly significant or ‘sensitive’ (instances 
of frequent harassment or discrimination, etc.). In this 
meeting, the diagnostic team will also present a proposal 
for the socialisation of the results to the entire organization, 
which must be approved by the management. 

Taking into account the results of both meetings, the 
diagnostic work team will prepare the final report. It is 
recommended that a brief presentation also be prepared 
as a tool for dissemination and communication of the 
diagnosis. 

The methodological proposal of the organizational diagnosis 
of gender supposes a high degree of participation from 
the staff.  Consequently, it is recommended that the 
process of presenting and communicating the results be 
broad enough to encompass the entire organization. Of 
particular importance is the presentation of the results to 

those members of staff who had provided information 
during the data collection phase (those who had been 
interviewed, involved in surveys or focus groups). Internal 
communications such as bulletins may be used to 
communicate the main findings. 

The diagnostic report should serve as a basis for initiating a 
discussion on how to move towards gender equality in the 
organization; that is, the gender stereotypes, values, policies 
or practices that in some way support or construct gender 
gaps and inequalities. The purpose of this discussion will 
be:

• The analysis of the main gender gaps and associated 
problems;

• The establishment of priority areas for action;

• The formulation of specific objectives in each priority 
area, as well as deadlines for their achievement; and

• The development of concrete actions. 

To achieve this, meetings may be organized with the people 
appointed to committees whose purpose it is to discuss the 
proposals noted in the diagnosis. Also collected will be 
Proposals and comments from the entire staff, that came 
about during the development of the diagnosis. 
All of this will serve for the subsequent development of 
the Gender Equality Policy and its Plan of Action, which 
will be elaborated in the next stage of the process in the 
establishment of GEMS.  
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ANNEX. INSTRUMENTS

ANNEX 1. GENERAL INFORMATION QUESTIONNAIRE

A. Objetive: To gather details on the basic aspects of the 
organization and the context in which it operates

B. Data to be collected

Date:

CONTACT INFORMATION

Name of the person providing the information:
Position:
Phone:   Email: 

ORGANIZATIONAL CHARACTERISTICS

1. Corporate name:

2. Legal structure: 

3. Identification card: 

4. Headquarters address: 

5. Phone: 
  
6. Website: 

7. Sector of operations:

8. Addresses of other branches included in the 
diagnosis:  

   
9. International Standard Industrial Classification of All 

Economic Activities (ISIC):

10. Operating time (years):

11. Number of employees:

12. Annual invoicing (if a company):

13. Market/public/customer population: 

14. Annual budget of operation and expense (if not a 
company):

15. Vision, mission, principles or values (and are they 
official?): 

16. Objectives of the organization:

17. Structure of the organization:

18. Functions of each department: 

19. Strategic/operational/business plan (if in place):

20. Quality assurance processes (if in place) and of what 
do they consist:

Note: if any, request supporting documentation for each of 
the questions 

ANNEX 2: GUIDING QUESTIONS BY DIMENSION 

Note: this list of example questions that guide the 
collection and analysis of data for each dimension is 
not exhaustive

DIMENSION 1: STAFF ORGANIZATION

• What is the global participation of women and men in 
the company?

• Is there a homogenous distribution of women and men 
across the different departments/offices/units of the 

organization? Are significant differences identifiable, 
and to what can their causes be attributed?

• Are there significant differences in the distribution of 
women and men by occupational category? In which 
categories can be found concentrations of men or 
women? What accounts for this difference?

• What level of education do most workers have? What 
percentage of staff with a university-level education 
are women? Are there differences between men and 
women in the respective levels of education?

• What is the relationship between the level of education 
and occupational category? Do imbalances exist 
between the levels of training of each employee and the 
demands of the role they occupy? To what is owed this?

 
• What is the distribution by sex according to type 

of working day and contract? Are there significant 
differences between sexes, and to what can be 
attributed their reasons? In what type of contract are 
women over-represented? Should measures be put in 
place to equalise the type of hiring of men and women?

• Are there significant differences in the distribution of 
women and men according to the duration of the work 
day or shift pattern? Why might this be the case?

• Is the process by which employees can change shift 
patterns facilitated? Are issues such as security or 
transportation taken into account when distributing 
shifts to staff? Does remuneration or compensation 
differ depending on the shift worked? How? 

• Are there significant differences in the distribution of 
women and men at different hierarchical levels of the 
organization? What are those differences? Should 
measures be adopted to facilitate the access of one 
gender or the other to more senior positions?

• Are there significant differences between men and 
women in the participation of decision-making (e.g. 
unions, associations, committees)? What are the 
differences? Should measures be adopted to balance 
participation? 

• Are workers given advanced notice of overtime? Is 
overtime worked during the extended day or does 
it adapt to the needs of each employee? Is overtime 
remunerated?

DIMENSION 2: RECRUITMENT AND SELECTION

• Are all new hires recruited through a formal and 
documented procedure of search and selection? 
What other procedures are in place, and under what 
circumstances are they used?

• In the advertisement of the vacant position, are 
individual characteristics (such as age, sex, marital 
status, health status, or other requirement not related to 
the position) mentioned explicitly in the text or implicitly 
through the use of images? Does the organizational 
policy expressly prohibit recruitment and selection 
practices based on this information? What mechanisms 
are in place to ensure that women and men are equally 
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motivated to apply?

• Are there positions or tasks reserved only for women 
or men? What are the justifications for this differentiation?

• Are positive discrimination procedures carried out 
in order to balance the presence of women within 
the workforce? What are they, and have they had an 
impact?

• Does the organization specify recruitment goals to 
promote access of women and men to more senior 
positions? What are they, and have they had an 
impact? 

DIMENSION 3: PROFESSIONAL DEVELOPMENT

• Does the organization promote the practice of careers 
plans to facilitate the professional development of 
employees? How do they reflect staff needs?

• Does the organization have in place mechanisms 
for the evaluation of employee performance and 
internal promotion free of gender bias? 

• Does the organization have in place specific objectives 
of vertical and horizontal mobility that balance the 
participation of women and men in all hierarchical 
levels and departments? 

• Are steps taken to ensure equal representation of men 
and women as candidates in processes of promotion? 

• Are mechanisms in place to ensure equal access of 
women and men to training opportunities in terms of 
quantity and quality and resources allocated for their 
development?

• Does the organization encourage men and women to 
access training to prepare them for positions or tasks in 
which their gender is under-represented?

• What steps are taken to ensure that training courses 
are equally accessible to men and women, taking into 
account the differing needs and time constraints of 
each in respect to duration, frequency, scheduling? 

DIMENSION 4: REMUNERATION AND INCENTIVES

• Is the salary policy transparent and well known 
throughout the workforce? Has there been any past 
or current complaints regarding due payment linked 
to factors other than performance? How have such 
grievances been addressed?

• Are there differences in the gross salaries of men and 
women at certain levels or categories of position? How 
have such differences been explained?

• Does the salary policy of the organization explicitly 
guarantee equal pay for equal work? What mechanisms 
are in place to guarantee it? Does the organization have 
a transparent information system for the communication 

of compensation, as well as the answering of questions?

• Is the organization considered to have an equitable 
salary policy from a gender perspective that is applied 
to all positions and areas? Why or why not?

DIMENSION 5: CONCILIATION AND  
CO-RESPONSIBILITY

• Does the organization comply with current national 
legislation on maternity and paternity leave? 

• Are workers (and particularly women) consulted on the 
difficulties they face in making work compatible with 
family responsibilities? How and how often are such 
consultations conducted?

• How does the organization facilitate the reconciliation 
of work-life balance for its staff? Is the entire staff aware 
of the existence of such measures and are they equally 
and easily accessible? Are information campaigns 
carried out to ensure awareness of such measures and 
promote their use?

• Within the organization are there support or care 
services for children or other dependents? What kind of 
support? Is it accessible to the entire workforce?

• Are there any cases of employees that have left the 
organanization due to incompatabilities between work 
and family responsibilities? Are such cases recorded?

• Is the organization perceived to promote co-
responsibility (that is, the equal care of dependents 
between men and women)? Why or why not?

• Is there in place a system of reduced or flexible working 
hours or possibilities for remote working? Are they 
accessible to the entire workforce and who makes most 
use of them? Are there differences in the valoration of 
men and women making use of flexible work measures?

• Do all staff have the opportunity of requesting leave 
during work hours to attend to special or extenuating 
circumstances? Are clear protocols in place to ensure 
equal access of permissions? 

DIMENSION 6: ENVIRONMENT, 
HEALTH AND QUALITY OF LIFE

• Do risk analyses take into account psychosocial risks 
as well as physical and chemical risks?

• Do occupational risk analyses take into account the 
the specific physical and psychological conditions of 
women and men, their needs and preferences?

• Does the furnishment of workplaces and personal 
protective equipment (uniforms, helmets, gloves, 
etc.) take into account the specific physical and 



Guide for the Development of Organizational Diagnostics with a Gender Perspective in Companies and Organizations 39

physiological conditions of women and men, their 
relative needs and preferences? Are surveillance and 
monitoring mechanisms in place to ensure their correct 
use by staff? 

• Do women and men participate in the monitoring and 
control of occupational risks in a balanced way? Is 
the specific participation of women in spaces relating 
to occupational health and safety promoted? Do 
participation mechanisms allow all employees to freely 
express their perceptions and opinions on occupational 
risks and the impact of working conditions on their 
health?

• Do the facilities comply with legal regulations regarding 
womens rights to privacy (breastfeeding rooms, 
changing rooms, bathrooms, etc.)?

• Is there a specific policy on the education, prevention 
and attention to occupational risks? What kinds of 
activities are developed? Are specific activities carried 
out to inform workers about sexual and reproductive 
health and the prevention of related diseases?

• Are workers aware of the mechanisms to report and/or 
act upon work-related accidents or illnesses?

• Are staff stress levels monitored and analysed and 
disaggregated between women and men according 
to their areas and functions of work? What could the 
organization do to imprve occupational health and 
safety of its employees?

DIMENSION 7: PREVENTION AND ELIMINATION OF 
LABOUR AND SEXUAL HARASSMENT

• Does the organization have a specific policy that 
regulates the prevention, punishment and elimination 
labour and sexual harassment in the workplace? Does 
this policy take into account the national legislation?

• Does the organization have a specific institutional 
policy that regulates the prevention, punishment and 
elimination of discrimination based on gender? Does 
this policy take into account the national legislation?

• Are employees informed about the organization’s 
express prohibition against all and any type of 
workplace harassment and sexual harassment, as 
well as discrimination based on gender? Are training 
and sensitisation activities carried out periodically for 
all staff to promote the prevention of sexual and labour 
harassment and discrimination?

• Is there a nominated or delegated person, unit, 
commission or committee within the organization 
responsible for establishing measures regarding the 
prevention, detection and punishment of cases of 
labour and sexual harassment?

• Does the organization carry out annual activities to 
update the training of those responsible for establishing 
measures regarding the prevention, detection and 
punishment of cases of labour and sexual harassment?

• What is the mechanism for the detection and reporting 
of this kind of case? Is a documented procedure for its 
detection and treatment applied? What measures were 
taken with the victims and their harassers? 

• What kind of attention does the organization give 
to those employees, particularly women, who have 
suffered this type of situation? Are the staff aware of 
these mechanisms?

• How are these cases monitored? Are sanctions applied 
if the complaints are proven? What kinds of sanctions?

• Do these types of situations occur in the organization 
frequently? How often? Are the responsible persons/
groups aware of the majority of cases?

• What strategies or actions should be developed or 
strengthened in order to prevent and eliminate such 
cases from occurring in the future?

DIMENSION 8: COMMUNICATIONS 

• Does the organization make a practice of using inclusive 
and non-sexist language in internal communications 
with staff (including images that deconstruct stereotypes 
and promote the visibility of the participation and 
contribution of women)? 

• Is the deconstruction of stereotypes and promotion of 
visibility of the contribution of women advanced through 
the contents of internal communications? 

• Do internal communications reach all staff? How is that 
made certain?

• Has the organization’s commitment to gender equality 
been communicated internally to all staff, as well as 
externally to customers, stakeholders, and others? How? 
Is such a commitment communicated periodically? 

• Does the organization make use of inclusive language 
in advertising of products and brand image, including 
through non-sterotyped images?
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ANNEX 3. GUIDES FOR THE DEVELOPMENT OF FIELD TECHNIQUES

ANNEX 3.1 GUIDE FOR THE DEVELOPMENT OF INDIVIDUAL AND GROUP INTERVIEWS

Objective: Collect data from staff on the situation of gender equality, the possibilities for development, and the existing or 
proposed procedures or mechanisms for their achievement. 

Data to be registered
Date:
Name of facilitators:
Place: 
Attendance:

Name Sex Departament Occupation Role Email

Recommendations:

 D The facilitators first thank the attendees for their 
willingness to participate in the activity. They then present 
themselves, giving their names and roles in the activity 
to be developed. Next, they explain the objective of 
the activity and the importance of the opinions of the 
attendees in ensuring the successful completion of the 
gender diagnosis. Finally, the facilitators and attendees 
agree on the expected duration. 

 D The facilitators then inform the attendees that everything 
that is said will be treated with confidentiality and that 
in no case will any person or department mentioned in 
relation to someone’s contribution be repeated except 
at the request of the attendee him or herself. 

 D The participants are then asked to introduce 
themselves. Each will recount their name, department 
and occupation within the organization. 

 D The facilitators begin to ask the questions they 
have established in relation to the dimensions to be 
investigated (return to the questions from instruments 
1-14 according to the profile of the people to be 
interviewed).

 D At the end of the interview, everyone is thanked for their 
participation are are briefly informed as far as possible 
about the next steps of the diagnosis. 

Note: Interviews should ideally be conducted between 
two people, so that one leads the interview and the other 
records the contributions that arise. 

ANNEX 3.2 GUIDE FOR THE DEVELOPMENT OF FOCUS 
GROUPS

A focus group is a methodology of data collection 
through a semi-structured group interview, which revolves 
around a theme or themes proposed by the facilitator. It 
is a discussion group with a particular objective, guided 
by a set of carefully designed questions. Its purpose is to 

reach an understanding of the attitudes, feelings, beliefs, 
experiences and reactions arising in the participants in 
response to the questions. Thus, while the group interview 
emphasizes questions and answers between the facilitator/
researcher and the participants, the focus group focuses 
more on the dynamics that arise within the group (Escobar 
and Bonilla-Jiménez).

Objective: To know the opinions, beliefs and experiences 
of the people who work in the organization regarding the 
status of gender equality in that organization.

Recommended practices

 D The focus groups are considered ideal when data 
regarding the opinions, perceptions and experiences 
of the staff are collected on the dimensions relating 
to: promotion and evaluation of performance; 
competencies and awareness; gender violence; sexual 
harassment and harassment at work; occupational 
health and safety; and family co-responsibility. 

 D In the same focus group, the facilitator can attempt 
to cover all of these dimensions or to concentrate 
on particular dimensions according to the defined 
diagnostic purposes.

 
 D Whenever possible, it is important that the participants 

are of a similar hierarchical level to ensure free 
expression. Similarly, if the facilitator intends to gain 
unbiased data regarding sexual harassment, it is 
recommended that the participants be separated by 
sex. 

 D The facilitator should promote discussion in which all 
participants are able to express themselves without 
monopolizing the time available. The facilitator should 
also avoid voicing an opinion or question the opinions 
of others, only register them. 

 D Ideally, in addition to the facilitator a rapporteur should 
be present to take notes on the more subtle social cues 
that arise.
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Data to be registered: 
FeDatecha:
Name of facilitator(s):
Attendance list:
Place: 

Name Sex Departament Occupation Role Email

Phases: 

Presentation of the activity 

 D The facilitators first give their thanks to the participants 
for their willingness to be involved in the activity. The 
facilitators then present themselves, indicating their 
names and their roles in the activity to be developed. 
Next, they explain the objective of the activity and the 
importance of the opinions of the participants for the 
accuracy and effectiveness of the gender diagnosis in 
the organization. Lastly, they agree with the participants 
the expected duration. 

 D Dynamics of the meeting: 

• The focus group is a dialogue, or chat, in which 
there is no good or bad response and all opinions 
are valid and should be treated with mutual respect. 

• The conversation in the focus group aims to 
generate collective- and self-reflection and learning 
that allows not only for the expression of opinions 
but also recommendations. 

• Everything said will be treated with confidentiality 
– that is to say, that in no case will the person/
department be mentioned in reference to 
a contribution they made, unless otherwise 
requested. 

• The agreement by consensus of rules for the focus 
group, in which for example the opinions of others 
are always respected, cell phones are turned off/
switched to vibrate, the floor is requested. 

Introduction: Participants are asked to introduce themselves, 
each saying their name, department, position, and role in 
the organization. Other methods for breaking the ice may 
be found. 

Development: The facilitation of interraction between 
participants that generates discussion about the topics to 
be covered. The facilitators must ensure that all people 
participate and that the turns to talk are respected. 

Close: Everyone is thanked for their contributions and are 
informed, as far as posible, of the next steps in relation to 
the diagnosis.
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