
CHECKLIST FOR INCLUSIVE EMPLOYEE ENGAGEMENT 
Every single employee brings a unique set of identities, traits, and preferences to
every interaction. Use this checklist to round out your approach in creating more
inclusive spaces, either in-person or virtually. 

Do your meetings and other practices regularly provide multiple modes or opportunities for:

Preparation and processing?

Allowing teams to only receive content or information in the moment, then asking them to immediately
absorb and add to the discussion, is not the best way to set everyone up for success. Be mindful of
specific agenda items or activities that some people might prefer to process (even at a high-level) in
advance, and send it out with at least a few days of processing time. A few tips: in your message, you
should 1) encourage people to identify and regularly communicate what works best for them, and 2)
give the optional instructions to reflect on topics in advance and bring any notes to the meeting time.
You might even ask people to complete light prep work, like reviewing a slide deck, reading a related
article, etc. This even works well in one-to-one meetings, particularly if power dynamics are at play—
like between managers and those they supervise. For recurring meetings, utilizing a standard, shared
meeting agenda template can be super helpful, and here’s a solid place to start. 

Learning and listening?

During the meeting or activity, ensure you're communicating in a few ways to account for different
learning styles. Have you considered any virtual accessibility considerations across the range of
disabilities that might be present within the group? (Related, be sure you’re addressing physical space
needs for any that are in person.) Are there visuals that support the voiceover the speaker is sharing?
Are key points being underscored, and are there checks for understanding being leveraged? These
methods can enhance the absorption of content, and feeling that your personal needs and styles are
being considered can also help boost the desire to contribute and engage. Speaking of. . .

Contributing and engaging?

Look at your planned agenda holistically. Where are the pockets of time that allow for interaction or
contribution? Are they only framed or requested by speaking, or are you reminding people they can
weigh in non-verbally too, like using the chat function or a whiteboard? Are the only times you plan to
ask people what they think in front of a larger group? Create spaces where engagement can take
different forms. Utilize digital tools like Google Jamboards or Mural where people can drop notes
during work sessions. You can also be intentional about using “pair shares” or small group breakouts,
allowing for dialogue in more comfortable silos before asking the group to come back together and
share key highlights or takeaways from their time together. It does take extra coordination, but you can
even utilize this method in hybrid workplaces by setting up and assigning people to separate virtual
meeting links that they can jump into from the main session link, then back again, regardless of where
they are working from. 

https://fellow.app/blog/meetings/how-to-build-a-staff-meeting-agenda/
https://www.efrontlearning.com/blog/2021/02/learning-styles-in-the-workplace.html
https://www1.nyc.gov/assets/mopd/downloads/pdf/virtual-meetings-accessibility-guide_05-01-2020.pdf
https://support.google.com/jamboard/answer/9444874?hl=en&ref_topic=7383644
https://www.mural.co/


Leading and facilitating?

This one is critical for building equity in shared spaces: whose voice is “on the mic” and how often? In
smaller, regular meetings, leverage rotating meeting roles (including facilitation) so that all members of
the group take turns managing the agenda beforehand and leading during. This also helps build
empathy for positions as both facilitator and attendee. In all staff meetings or retreats, empower non-
supervisorial staff—particularly those from historically excluded groups—to play a role in planning or
facilitating blocks of time. The key here is to give people the option to step up, provide them support if
needed, and generate excitement around shared ownership. On the flip side, it’s equally as critical not
to burden staff if they don’t have the bandwidth or genuine desire to take this on. This might sound like
an all-staff email that says, “We want to be even more intentional and inclusive in planning the
upcoming XYZ event. To that end, we’d love to hear and see a range of perspectives represented in
the agenda. If you’re interested in weighing in on content beforehand and/or facilitating a portion of
our time together, reach out to Lee at lee@company.com.” 

Joy and connection?

I gained so many valuable insights throughout my career, and one of the most important is #5 on this
list—that there’s always joy to be had. Connection is equally as important, whether it’s connection to
each other or to your team’s mission and purpose. So how can you be thoughtful about joy and
connection? First, making space for short but intentional spurts is helpful. No need to wait until that
annual retreat, holiday party, or quarterly in-person happy hour to have fun and get to know each
other. Take a comprehensive look at all of your regular touchpoints and see how you can strategically
add “joy + connection sparks” to these. Next, be sure not to impose a few people’s ideas of joy onto
others. Consider empowering a small, diverse, cross-functional team with owning these “sparks” over
the course of the year. Lastly, you can also add a question to your regular employee engagement
survey that asks employees to share their ideas and hopes for joy in the workplace.
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https://www.meeteor.com/post/rotating-meeting-roles
https://galileo-camps.com/jobs/blog/six-things-i-learned-at-a-career-making-organization/
https://www.mckinsey.com/business-functions/organization/our-insights/help-your-employees-find-purpose-or-watch-them-leave?cid=other-eml-nsl-mip-mck&hdpid=42f0d34d-afae-4ee0-86bf-73412f64ecce&hctky=12552104&hlkid=ab2ecf0ae0954176a40df37453bcb5d8

