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I CAN EFFECTIVELY
MENTOR/MANAGE/LEAD

I KNOW A WIDE RANGE OF
INCLUSIVE INTERVENTIONS

The Best Practices Your Game PlanYour Game Plan

B1. Ask for input: Take the first 5 minutes of 
the meeting to review the agenda and 
brainstorm additional topics.

B2. Invite participation: Keep track of who 
hasn’t spoken, and intentionally invite them 
into the conversation. “Janae, I see you 
nodding your head in agreement. Can you 
say more about that?”,“Thi, I want to make 
space for everyone’s ideas on this, is there 
something you’d like to add?”

B3. Give yourself space:  If you disagree with 
something discussed or it’s getting tense, 
say, “I appreciate there are strong  feelings 
here/we only have 5 minutes. I’d  like to 
table this discussion/decision until next 
Friday and consider what I’ve heard today.”  
Then, get more perspective from your circle 
of support. 

C1. Keep track: 

Have a written agenda (to ensure 
that you get to your and their 
topics)

C2. Keep track 2: 

Keep a running agenda. Put the 
person’s name next to the topics 
they suggest when adding to the 
agenda. Are there trends in the 
topics/people you never get to? 

C3. Have meeting ground rules
“Our 3 principles are 

1) assume positive intention, 
2) engage in active listening 

and,
3) be solution oriented. “

D1. Signal your expectations and 
preferences:

Help people understand how to 
have a successful relationship with 
you. For example, do you expect 
them to respond to post meeting 
email within 24 hours or prefer that 
they bring a topic of discussion to 
every meeting? Explicitly ask them 
to do so. There is no universal norm 
about what ”being professional” is. 

D2.  Automatically turn on 

transcriptions in virtual 

meetings.

D3.Open a poll everywhere that 

allows anonymous suggestions 

on how to make your meeting 
more inclusive.

E1. Tell them how they can be safe:

Explain how they have a difficult 
conversations with you.
“I there is ever something difficult you 
need to tell, please start by signaling: 
‘I have some news/a perspective/ 
question I’m concerned you may find 
difficult.’” 

E2. Stop people from silencing each 
other: “Miko, I’d like to remind you 
of our mtg guidelines: ‘we let people 
finish what they start.’ I promise you’ll 
get your turn, but let’s let Ida finish 
her thought.” 

E3. Stop people from erasing each 
other’s credit: “Good point, Tom. 
Your great comment echoes/builds on 
a point I remember Ava made last 
week.  Thanks for that. Any more 
ideas?”

Your Next Meeting
1. What’s one thing that you’re doing &  
2. What’s one thing that you could do

Inclusivity is a design question. Your turn.  
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A1. Use people’s preferred name:
“Do you prefer ‘Beyonce’ or ‘Be’?”
“Let’s  start with folks introducing themselves”

A2. Ask which pronouns they prefer 

A3. Confirm pronunciation:
• “Can you share again how you would like to the 

team to pronounce your name?”
• ”I’m sorry, I’m concerned I’ve been saying your 

name incorrectly for a while – is it ‘Nah-LEE-
dee’?

A4. Value their values/work /contribution: Are 
they always engaged, open minded or reliable? 
Recognize it! “I always appreciate how you always 
try to be solution-oriented.

A5. (Model how to) admit your mistakes: 

Running late? Say “Thank you for waiting. I know 
your time is valuable. What should we prioritize w/ 
the time we have?” Are you wrong? Say, “I got that 
wrong. I am sorry.”

A. Add Respect B. Add Diverse         
Voices

C. Add     
Objectivity

D. Level the      
Playing Field 

add more perspectives to the 
decision-making process. 

add accountability or transparency to a 
situation (metrics, benchmarks, checks 
& balances, etc.)  

create a situation in which 
everyone has a fair and equal 
chance of succeeding.

acknowledge and make space for people to 
bring their ‘full selves’ to work 
(identity, values, preferences,  barriers, reality, 
etc.) & value their contribution. 

E. Offer
Protection

prevent someone from suffering 
harm or injury or from damaging 
the culture.


