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|. Introduction and purpose

This document outlines the data requirements for participation in the Diversity Works

benchmarking analysis. The provided data enables benchmarking and insights into your

company's diversity and inclusion metrics. Please ensure all data is accurate and submitted

according to these specifications. Please refer to the checklist at the bottom of this document

ensure a smooth data delivery.

2. General submission guidelines

What you provide us:

1.

O LN

Employee data for the participating year (and the year before if you did not
participate the year before)

If available, application data for the participating year.

Maternity numbers” data for participating year (see section 5).

Hierarchy mappings if they differ from BFS (see section 6)

Complete a separate DE&I Measures survey if you are the person responsible for this
(see section 10)

Reference dates for the data:

Employee data: A snapshot of all employees working in Switzerland as of 31
December of the reporting year.

If you did not participate last year: Please provide data for the current and previous
year (e.g., 31.12.2025 and 31.12.2024).

Application data: All applications received between 1 January and 31 December of
the reporting year.

An employee’s entry date must not be later than the dataset’s reference date (e.g., 31
December 2025). If this is the case, the person must be excluded from the dataset.

File format:

Data must be submitted in a .csv or .xIsx file.

Employee data and application data must be properly labelled.

Maternity numbers should be indicated in a separate file or sheet.

Year of the data should be indicated.

All data can be submitted in one file with different properly labelled sheets or in
multiple files.



Anonymization: All data must be anonymized. Assign a unique, persistent Employee ID to
each person for the employee data. Assign a unique Application ID for each application. No
personal identifying information should be submitted.

Persistence and uniqueness of employee ID (and application ID): This ID must remain
consistent across years to track trends. This means that the same employee must have the
same ID over the years. If an employee holds multiple positions within the company, each
position should be on a separate row with the same employee ID.

Application data: Each row must represent a unique job application. A single applicant
submitting for multiple roles will have multiple rows as these are multiple applications.

Missing data: Leave cells blank for missing data. Contact support-diversityworks@unisg.ch
to discuss significant gaps.

Data transmission: Data can be submitted securely via a University of St. Gallen SharePoint
account. Login details will be provided separately. Please contact support-
diversityworks@unisg.ch if you encounter any issues.

3. Data dictionary — Employee data

We require employee ID, gender, birthyear, hierarchical levels and entry date for a minimal
analysis (*). The more data you can provide the richer the analysis can be. We recommend
delivering all data points to gain the best results.

Example of required data

Employee | Gender* | Year of | Nationality | Corrrespondence | Hierarchical | Type of Type of
ID* birth* language level* position | position 2
1234 I 1998 CH DE 4 | 2
1235 0 1969 DE EN 5 0 0
Employment Personnel Entry date* Education Area of Work
percentage responsibility (only for hospitals)
| I 2020-01-02 6 0
05 0 2024-02-03 2 2
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ID | Description Technical Definition | Data type | Allowed values Example Comments
and format
1 | Employee ID Unique ID foreach | String 12367943 | Should be replaced with
employee (max. anew ID, to guarantee
length: 10, anonymity of the data.
only
numbers
and letters
allowed)
2 | Gender Employee’s gender | Integer 01,2 1 0 - Male
1 - Female
2 - Diverse
3 | Year of birth Employee’s year of | Integer Valid year 1973
birth YYYY
4 | Nationality Employee’s String in Valid 2-letter country code | CH If dual citizenship
nationality format includes Swiss,
ISO 3166- use CH.
2
5 | Corresponde | Employee's String Valid 2-letter country code | de
nce language correspondence (ISO 639-
language 1)
6 | Hierarchical Level of Integer 1 - Top management 3 See Section 7 for
level management 2 - Middle management detailed definitions.
responsibility. 3 - Lower management
4 - Lowest management
5 - No management
7.1 | Type of position| Type of employment| Integer 0 - temporary 1
1 role — Temporary or 1 - permanent
permanent.
7.2 | Type of position| Type of employment| Integer 0 - Intemship 1
2 role. 1 - Apprentice
2 - Regular Employment
3 - Other
8 | Employment Full-time Decimal 0.01-1.00 0.85 100% employment =
percentage equivalent (FTE) (rounded to 2 decimals) 1.00 FTE
work
percentage.
9 | Personnel Indicates if the Integer 0 - no personnel responsibility | 1
responsibility person has 1 - Personnel responsibility
responsibility for
other employees

10 | Date of entry | Latest date the Date (ISO | Valid date 2012-01-01 | Forre-hires: Latest
employee entered | 8601: entry date.
the company YYYY-MM-

DD)

11 | Education The employee's Integer 1 - University/ETH 1 See detailed
highest attained 2 - UAS/Teacher Education description in section 7
education level. 3 - Higher Vocational (PET) of this document

4 - Teaching Certificate

5 - Baccalaureate

6 - VET Certificate

7 - In-house Training

8 - Compulsory Schooling

12| Only for Area of work Integer 0 - Medical Staff 1

hospitals 1 - Nursing & Therapies
2 - Admin & Support
Area of Work




4. Data dictionary — Application data

ID | Applicant Technical Definition | Format Allowed values Example Comments
B1 | Number/ID Unique application String (max. length: | Alphanumeric values B101 Can be a random number
number 10, only letters and or combination of numbers
numbers allowed) and letters.
B2 | Gender The gender of the Integer 0—Male 1
applicant 1 - Fermale
B3 | Hierarchy Management level of | Integer 0—Non-management | O
applicant 1 - Management
Example of required data
Number / ID Gender Management /
Non-management
1234 | |
1235 0 0
5. Data dictionary — Maternity leave data
ID | Matemity Technical Definition | Format Allowed values Bxample Comments
numbers
1 | How many Number indicating how | Integer Positive integers only 45
women have many women
terminated their | completed their
matemity leave | matemity leave in the
last year? previous reporting data
year.
2 [ How many of | Numberindicating how | Integer Positive integers only 33 Value must be equal or less

these women
still work in the
organization?

many women still work
in the organization.

than the matemity leavers
value.




6. Detailed information on hierarchy levels and hierarchy mappings

In this section, you will find information and guidance on how to map your internal
hierarchy levels to the five hierarchy levels defined by the Federal Statistical Office (adopted
from the instructions for Logib, the Swiss federal equal pay self-test tool).

Make sure that the categorization is aligned internally and agreed upon with the project
lead. If you are unsure how to classify certain roles, please contact us — we are happy to
support you! Please include this hierarchy mapping with the data you submit.

In the data collection, we separate personnel responsibility from management function.
This means that a non-management role can have personnel responsibility, while a
management role may have none. It is sometimes possible that the dataset contains more
employees in management functions (levels 1-4) than in non-management roles (level 5).

Important: If you have participated before and have changed the mapping compared to
the previous year, please inform us. A consistent hierarchy mapping over the years ensures
comparable and reliable results.

Below you will find a description of the five hierarchy levels. It includes typical
characteristics of positions within these levels to help you classify them correctly.

1=Top management
Director or involvement in executive management:
e Shaping or helping to shape policy at corporate level
¢ Responsibility or joint responsibility for the achievement of the company’s goals
¢ Coordination of various management functions
e Responsibility for policy and achievement of objectives in a specific area

2 = Middle Management

Management of a department within the company, high level support roles:
¢ Responsibility for the planning and organization of a specific area
¢ Involvement in the development of long-term action plans

3 = Lower Management

Performance-oriented management of a sub-area, qualified support roles:
e Responsibility for carrying out tasks in own area of activity
¢ Involvement in planning and organization

4 = Lowest Management
Supervision of tasks according to specific instructions:
e Supervision of work in progress
¢ Occasional involvement in planning and organization

5 = No management function



Example of a mapping

Mapping:
Diversity Benchmarkingl Company mapping Company mapping Company mapping
Mapping Example 1 Example 2 Example 3
Senior management
Level 1 Geschéftsleitung Executive Committee Business Unit Leader
Level 2 Bereichsleitung Top Management Business Unit X | Head of Departments
Junior managemert
Level 3 Abteilungsleitung Divisional Management / Directors | Team Managers
Level 4 Teamleitung Team Leads / Senior Specialists
Non-management
Level 5 Alle anderen Mitarbeitenden Employees without managenal Administrators, Assistants
responsibilities

Note: Please be aware that the functions listed do not necessarily have to be assigned to these
levels. This is only an example.

Important: If needed, some hierarchy levels can be skipped. For example, if none of the roles
fit into hierarchy level 4, employees can be assigned to levels 5 and 1-3 instead. Please note
that this adjusted mapping may affect the results.



/. Detailed information on education levels

Please enter the actual highest educational level for every employee (and not, for example,
the education and training typically required for the function being performed).

Regarding tertiary level university degrees (codes 1 and 2) you have two options depending
on your actual business situation:

Option 1 Option 2
1 - Universities and institutes of technology 1 - Master’s degree
(Uni, ETH)

2 - University of applied sciences, university 2 - Bachelor’s degree
of teacher education or equivalent

3 — Tertiary: Higher vocational training with Federal PET diploma, advanced or master
craftsman diploma, diploma from a technical college (TS), PET college, engineering college
(HTL), business administration college (HWYV), art and design college (HFG), Institut
d’Etudes Sociales (IES) or equivalent

4 - Teaching certificate at various levels: primary teacher’s training college (for teaching at
pre-school, primary school, art and design, home economics) or equivalent

5 - Academic baccalaureate, vocational baccalaureate, specialized baccalaureate or
equivalent

6 - Competed vocational education and training leading to a federal or cantonal certificate
of proficiency, full-time vocational school, upper secondary specialized school, VET
programme (Federal VET certificate — EBA) or equivalent

7 - In-house vocational training not recognized by the State Secretariat for Education,
Research and Innovation (SERI)

8 - Compulsory schooling without professional qualification

For degrees received abroad, the code of the equivalent Swiss education should be used.



8. Additional data for Diversity Trend analysis

For this analysis we need to have a minimum of 3 consecutive years of data. If you have

participated in the benchmarking or in the Gender Intelligence report the previous year, you

will only need to provide the most current year’s data.

If you are participating for the first time, send us data for at least one (maximum three),
additional year(s) (e.g. data as of 31.12.2023 in addition to 2024 and 2025).

9. Additional data for Internal Benchmark and DIVERSITY WORKS

Transform

The package Transform includes Internal benchmark or an Equal pay analysis. If

you choose the equal pay analysis, you will be contacted separately to discuss

the data requirements for this analysis.

If you choose the Internal benchmark, which allows your company to benchmark

business units or departments with each other, we need one additional data field

in the employee data file - the business unit or department an employee is

working for. Here is the exact definition of this field:

ID | Description Technical Definition | Format Allowed values Bxample Comments

12 | Business unit Business unit or String Any string with numbers | Finance o Use the first level in the
department in which the| and characters HR organization chart to define the
employee is employed business unit.

e |n addttion to the data, please also
provide the organization chart or

a list of business units (in an
addttional documentor
spreadsheet).




0.

DE&I survey

In addition to the quantitative employee and applicant data and maternity numbers, each

participating company must complete a "Implemented Measures" survey.

Description: This survey captures the Diversity, Equity, and Inclusion (DE&I)
policies, programs, and initiatives your company had in place during the reporting
period.

Purpose: The survey results provide crucial context for your quantitative data and
allow for a more nuanced analysis of your DE&I landscape.

Content: The survey consists primarily of yes/no and multiple-choice questions
regarding your company's DE&I practices. No additional data collection from HR
systems is required.

Responsibility: This survey is typically completed by the person responsible for
DE&I, HR strategy, or a similar role.

Questions: Please contact support-diversityworks@unisg.ch.
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Frequently Asked Questions

How do I send the data?

We will provide a unique SharePoint id where you can safely upload your data. If the
access to does not work for you, you can transmit the data in any other secure way.
Please contact us if you have any questions.

Where is the data stored?
Data is stored on a secure server with no internet access on the premises of the
University of Sankt Gallen campus.

Who has access to the data?
CCDI employees have access to the server and the data. Only aggregate values with
company names anonymized are published on the Diversity Works platform.

What if I have missing data?

Please leave missing data as NA. CCDI does a comprehensive data check to maintain
data integrity and standards for the benchmarking. We will contact you regarding
how missing data should be treated.

Do I include employees outside of Switzerland?
No, currently the benchmarking only includes companies with employees working
within Switzerland.

Do I include hourly workers?
Hourly workers are included if you have a valid FTE for them.

I am not sure how to assign hierarchy mappings?
Please look at chapter 6 or contact us.
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Checklist

Are employee IDs anonymized?

Are your employee ID unique and continuous — The same employee id represents the
same person over the consecutive years

Does data submission year coincide with the reference year?

Did you include employee data for the last two years (if you did not participate last
year)?

Did you include application data if available?

Did you include all data points per employee and all 3 data points (if available) per
application?

Is the data submitted in the format specified in the different data dictionaries? Are
there valid values in the different fields?

Are there missing values?

Did you document the hierarchical mapping (or the classification key for the 5
hierarchical levels?

Did you record the information on the numbers of employees who ended maternity
leave?

Did you indicate if there have been substantial movement in employees (either
through acquisition or through sell offs of business units)?

If you are the person responsible for filling the DE&I measures survey, have you
done so?

Have there been any structural or procedural changes that may affect the data such as
new acquisition, change of employee id etc.?

If you booked DIVERSITY WORKS Discover, Impact or Transform packages:

O

O

Did you include at least one additional year(s) of data (we need a minimum of 3
continuous years of data), if you are participating for the first time?

For Transform and if you choose the internal benchmark: Did you add the additional
field “business unit” that records the business unit the employee works in the
employee data set?
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