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1. Reflect on a time where you felt you didn’t belong, and use the experience to guide event decisions.  

 How do I create an event that fosters a sense of belonging for all attendees? 
 How can I provide an environment that celebrates difference?  

 

2. Diversify your network to expand your reach and gain new understandings. 
 Attend new events that are outside of your usual network.  

o For affinity events (Women’s events, LGBTQ events, etc.) ask if allies are welcome.  
 Have courageous conversations on race and gender, and listen to understand.  

 
3. Understand the business case for inclusion and demonstrate the value of more diverse and inclusive 

organizations.   
 Deloitte Review: The Diversity and Inclusion Revolution 
 McKinsey: Delivering Through Diversity 
 MPI: Creating More Welcoming and Inclusive Events 

 

4. Select speakers that can represent the vast spectrum of diversity in your community. 
 Include diversity of ethnicity, age, gender, sexual orientation, and ability. 
 Find ways to weave diverse perspectives throughout your event – be aware of tokenism.  

o Create a platform for those with underrepresented perspectives to amplify each other. 
Feature at least 2 women on a panel to be sure they are heard. 

 

5. Use inclusive language on event invitations and registration. 
 Vary your use of the pronouns his/hers/theirs on your invitation. 
 Include multiple gender options on your registration, as well as the option to not disclose. Ask 

for attendees’ preferred pronouns.  
 Consider a full statement of inclusion, welcoming those from all backgrounds, abilities, gender 

identities, and sexual orientations.  
 Provide multiple methods of contact for individuals to reach out with their needs for 

accommodation.  
 Provide open text fields on registration forms to enter any accommodations, religious needs, 

dietary restrictions, or allergies.  
o Speak with individuals to better understand their needs and accommodations, as what 

might work for one person may not work for every person in their situation. 
 

6. Create a sense of belonging with your physical event space.  
 Identify lifts, ramps, accessible parking, and accessible restrooms. Create wider aisles. 

o Use this checklist to help you plan. 
 Set up a dedicated Mother’s Room and provide its location and access information to attendees.  

o This should be a space that can lock, has access to refrigeration, with privacy screens for 
individual stations and blinds for windows.  

o Mothers need to know this is a private space they can access without disturbance. Do 
not allow for guests or staff to use this space for private phone calls or as a workspace.   

 Gender-neutral bathrooms provide a safe space for those who identify as transgender or gender 
non-conforming. 

o When converting a men’s room for this purpose, block the urinals so guests utilize stalls.  
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 Set up a room for prayer or meditation.  
 ASL interpreters need to know if they will be signing to the audience at large, or if they will be 

signing directly to those who requested services.  
o Be sure interpreters are well-lit for visibility, and let them know if they will be on video. 
o Provide any scripts in advance, as well as any videos that are not closed-captioned.  

 

7. Structure your agenda with an eye for inclusion. 
 A new mom will need a 20 minute break every 3-4 hours for pumping.  
 Consider aligning breaks with prayer times for Muslim attendees so they may participate fully.  
 On Fridays, end your program two hours before sundown in observance of Shabbat.  
 

8. Refer to a diversity calendar to avoid conflicts with holidays or provide insights on themes and 
celebrations during your event. 
 For example, events held in June could celebrate LGBTQ Pride month, with dedicated receptions 

or panels featuring LGBTQ industry leaders.  
 If you are looking to confirm an event during a religious observance, work with local clergy to 

determine the extent of the conflict (i.e. if this is a day of worship or fasting, or if the holiday is 
celebrated widely or by only the most devout).  

 Seek to include traditional foods during a cultural celebration, enlisting the help of someone of 
that faith or culture to be sure you are appropriately paying respect to traditions.  

 

9. Be mindful of allergies and dietary restrictions.  
 Be clear about any meals or breaks that will be provided and options that are available. 
 For larger events, avoid the major allergens such as nuts or gluten to reduce the number of 

alternate meals required and to mitigate risk of contamination.  
 Communicate with attendees to better understand their needs. Individuals who request Kosher 

meals may observe all laws of kashrut, or may only follow “kosher style,” so it is important to 
understand the right accommodations. 
 

10. Make safety a priority for all attendees.  
 Emergency plans should provide contingencies to assist those with disabilities.  
 Create an event code of conduct to share your values of respect and integrity.   

o Share this with volunteers, staff, and vendors to let everyone know what is or is not 
acceptable behavior.  

o Set up anonymous reporting systems for harassment to make it easier for someone to 
come forward. Consult with your company’s legal counsel to discuss issues of liability 
and procedure.  

o Visit The Purple Campaign for resources that you can adapt to your event.  
o Additional reading on managing sexual harassment at events.   
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