
Cape Elizabeth, Maine
DEI Committee

BEST PRACTICES



Mission and Purpose

1. Adopt and enforce a Town DEI Policy.
2. Identify Administrator/Committee responsible 

for implementing and enforcing DEI policy.
3. Create a system for the collection, review, and 

dissemination of data.
4. Communicate the purpose and goals of the DEI 

policy broadly and consistently.
5. Ensure that access and opportunity yield 

measurable outcomes.



Measure and Analyze Current Efforts

1. Start by surveying our community to understand 
the current state of DEI initiatives and identify 
gaps or areas of improvement.

2. Set goals and get buy-in from Town Council, 
Department Heads, employees, community, etc.

3. Ask open-ended questions in different formats 
and share the results to foster transparency.

4. Review DEI communications systems in all 
departments with an eye toward simplification.



Messaging and Communication

1. Practice clear communication about what we 
are doing around DEI.

2. Conduct regular surveys to assess how the 
community feels about our DEI performance 
and practices.

3. Include demographic questions in our surveys to 
analyze the intersectionality of the results.

4. Use multiple methods to get the surveys out and 
answered by community members.



Attract and Recruit Diverse Workforce 
in all Departments

1. Evaluate everything from the images on our 
websites, to the language in our job descriptions 
and policy handbooks, then make adjustments 
to be more inclusive.

2. Consider adding an equity statement to our 
website and on job descriptions and offer 
gender pronoun options to our interview 
process.

3. Provide DEI training for all incoming and current 
Town employees. 



Eliminate Bias During Interviews 
and Hiring

1. Review job descriptions to identify and 
eliminate any outdated/incorrect terms.

2. Take time to communicate with prospective 
hires about our DEI efforts.

3. Provide resources to Department employees 
to support professional growth in DEI 
practices.



1. Include an introductory training session explaining 
DEI definitions and efforts to new hires in our 
community.

2. Highlight portions of our Town’s handbooks or 
policies that are specific to DEI.

3. Provide consistent training, content, and 
conversations to teach and reinforce the 
importance of DEI. 

4. Task the DEI Administrator with identifying and 
educating Town Administrators and Employees on 
how to use inclusive terminology in handbooks, 
policies, communications, etc.

Facilitate Welcoming Environment for 
Town Employees



Facilitate Welcoming Environment 
for Community

1. Hold Town Halls/Welcoming events for all 
Community members.

2. Celebrate diverse holidays with Community 
events. 

3. Solicit regular feedback from all segments of 
our population through surveys and other 
means of communication.

4.



Measure our Efforts To Have a 
Diverse Community

1. Look at our Town employees and compare 
them to the demographics of our community 
and the surrounding area.

2. Identify where certain groups become 
underrepresented in the hiring process — or 
underpaid as employees.

3. Refine those identified areas and keep 
tracking to measure improvements.


