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INCLUSIVITY CHECKLIST

Look around the room to check if the people round the table are truly representative of
the members or stakeholders

Was the group self-selected? If so, was the opportunity to put themselves forward
made open and inclusive to all?

What have you done to encourage a broad representation from all levels and all
sectors

For those new to a setting or workplace, are they introduced and greeted warmly, so
they genuinely feel welcomed and valued?

Are those groups of those who are under-represented encouraged to actively
participate or given adequate exposure and support to develop them to a point they
can participate?

Does the workplace or meeting environment (physical or virtual) consider and support
neurodivergent individuals and colleagues with diverse requirements such as
accessibility and communication preferences? Are meeting materials and agendas
shared accessible formats and in advance ?

Does the group have a clear and inclusive way of structuring discussions that reflect
all perspectives? Are all participants are encouraged to contribute and listened to?
Do group members feel safe to share views without judgement?

Is there a zero-tolerance policy towards interruptions? Are all participants prevented
from dominating or derailing discussions? Are inclusive behaviours recognised and

reinforced by leaders

Have you considered inviting an independent observer to provide reflections on your
meetings/processes with regards to EDI?

Are all participants thanked and valued for their involvement in the meeting?




