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Why do we need this 
Guide?

Scientific meetings are…

Important!

Impactful!

But not exactly impartial….



Who is it for?
Primarily, meeting organizers.

- Conferences
- Webinars
- Workshops
- Trainings

And also! ...



What’s inside?

- Guiding Principles
- Planning the Meeting
- During the Meeting
- Assessment



General Principles
- Whoever talks has the power.

- Participation is not only about who is in the space, but also how theyʼre doing in the space.

- Designing for universal access benefits everyone.

- Set and enforce clear expectations for appropriate behavior and structures of accountability. 

- Share diversity, equity, inclusion, justice, accessibility (DEIJA) work equitably. 



Workshop Planning Cycle

We recognize that meeting planners may not be able to 

enact all of these recommendations in every meeting; 

take as many into account as possible from the start!



Planning the Meeting

1. Set goals for equity and inclusion.
2. Select a diverse organizing committee representative of career stage, race, 

gender, and other axes of identity.



Planning the Meeting

3.   Secure adequate funding that reflects your 
commitment to equity and inclusion.

4.   Choose a meeting modality, location, venue, 
and timing that prioritizes belonging and 
access for diverse attendees. 



Planning the Meeting

5.   Create a human-centered meeting agenda 
that is dynamic and engaging!

6.   Inclusive promotion & outreach
- Imagery and language

- Financial and accessibility support

- Networking and professional 

development



Planning the Meeting

7. Prioritize diversity in selecting 
presenters and participants.

- Open recruitment
- Clear selection criteria
- Regular evaluation of progress
- Speaker order



Planning the Meeting

8. Foster belonging early through 
pre-workshop interactions with participants 
and speakers (eg. registration, emails, calls).

- Program goals

- Financial and accessibility supports

- Clear guidance for speakers and 

facilitators, opportunities to practice

Invitation to panel discussion, July 2022

As chairs of the 2022 Centromere Biology 
Gordon Research Seminar, it is our pleasure 
to invite you to participate in a discussion 
panel on Enacting Positive Change In Our 
Spaces.

We would like to invite you to participate in 
this conference panel in your Director of 
Outreach role. The grassroots format of 500 
WS is a fantastic example of how individuals 
can enact positive change. We believe it 
would be inspiring for our attendees to 
discuss the success of 500 WS with you in 
person and hope that you will be available 
to form a part of our panel.



Planning the Meeting

9.    Establish harassment reporting and 
accountability mechanisms. 

- Code of conduct
- Enforcement policies

10.   Proactively implement accessibility 
measures.



Questions about 
Planning?



During the Meeting
A meeting that centers inclusion should…

- Enable and encourage everyone at the meeting to 
participate. 

- Honor the contributions of all participants. 
- Empower all voices to be heard. 
- Ensure everyone present has a sense of belonging 

and can thrive in the space.
- Center human experiences and relationship 

building.



During the Meeting

1. Introductory talks or 
comments can tee up 
awareness, dispositions, 
and skills.

- Center belonging

- Code of Conduct

- Group Agreements

- Facilitation ground 

rules



2.   Land and labor acknowledgments can be delivered as a part of broader efforts 
to develop authentic relationships with and support impacted communities.

During the Meeting

“It is important to understand the 
longstanding history that has 
brought you to reside on the land, 
and to seek to understand your 
place within that history. Land 
acknowledgements do not exist in 
a past tense, or historical context: 
colonialism is a current ongoing 
process, and we need to build our 
mindfulness of our present 
participation.”
– Northwestern University

https://www.northwestern.edu/native-american-and-indigenous-peoples/about/Land%20Acknowledgement.html


During the Meeting

3.   Inclusive and equitable facilitation of 
presentations and discussions is critical.

- Disperse power 

- Shared language

- Asynchronous participants

4.   Agenda pacing is key.

- Stay responsive

- Ample time for discussions, questions

- BREAKS!



During the Meeting

5. Lead activities to help participants connect.

- Group meals, accessible group outings
- Development / mentorship 
- Opportunities to learn about DEIJA

6. Develop and share clear guidance for meeting 
deliverables.

7. Collect constructive feedback from participants.



Questions about 
During the 
Meeting?



Assessment – Pre-Workshop

- Set measurable DEIJA goals that are specific 
to your event or meeting.

- Establish pre- and post-survey questions to 
assess DEIJA goals.

- Identify who will conduct the assessment 
and seek necessary approvals.

Examples of DEIJA goals

- Representation of 

different identities, career 

stages, or institutional 

affiliations

- Quantity and quality of 

interactions

- Feelings of safety or 

belonging



Assessment – During the Workshop

- Conduct surveys as agreed in the planning stage.

- Consider collecting data on participant engagement.

- Respond to issues as soon as they are flagged.



Assessment – After 

- Conduct any post-surveys and analyze all 
survey data.

 

- Articulate issues to be addressed at future 
meetings and what will be done differently.  

- Share assessments with all interested 
parties, including organizers, attendees, 
funders, leadership.
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