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An inclusive workplace starts with hiring people with different backgrounds, but it shouldn’t 
end there. It should continue with creating an environment where everyone — regardless of 
their job title or background — is encouraged and able to thrive.

Invite All Voices
How can we create an inclusive workplace? It starts by 
developing opportunities for new voices.

Create an environment where all feel comfortable speaking up. 
If you’re leading a meeting, call on each of your colleagues to 
engage in a conversation. Don’t let the usual talkers dominate 
the meeting. Sometimes simply asking, “What do you think?” 
will get someone talking and contributing. We all have a 
unique perspective and something to share. It’s important to 
encourage all voices.

Create a Psychologically Safe Workplace
A psychologically safe workplace is one without fear or 
embarrassment, where people feel free to share their 
thoughts. It’s not something that can be created overnight. It 
has to be developed through trust and respect. Managers can 
lead by asking for their employees’ input on their projects.  
This establishes a respectful culture where everyone’s 
feedback is equally important.

Establish Inclusive Leadership
Inclusivity needs to come from all levels of an organization, 
beginning with the leadership team. Leaders should take stock 
of the current environment and create a plan for changes that 
need to be enacted with measurable goals. In addition, leaders 
should seek advice of diverse employees to ensure their 
needs are met.

It can also be helpful to establish an inclusion committee 
comprised of employees of different backgrounds and levels 
within the organization. The committee will keep leadership 
accountable and guarantee that all employees are represented.

Ensure Accessibility
Every employee has different needs and it’s important to 
reasonably accommodate for them, especially if your office is 
remote. This can be done through actions such as:

•	 Recording the meeting, providing a transcription and 
offering closed captioning

•	 �Remaining flexible on meeting times to accommodate for 
child care needs and differing time zones

•	 Sending out an agenda and any materials beforehand

•	 Assigning a meeting leader who can structure the 
conversation to allow everyone to have a chance to share 
their thoughts

•	 Asking employees what their accessibility needs are

Also consider the benefit of using video versus a phone call. 
Some colleagues may communicate more through nonverbal 
cues, which won’t be picked up on without video. A video  
call can also help keep employees feeling engaged in a  
remote workplace.
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Don’t Make Assumptions
Don’t assume what name someone goes by, or what  
pronoun they identify with. Instead, ask participants to 
identify themselves at the start of a meeting with their 
preferred name and pronoun. Write down what they say 
and remember it for future meetings and emails. By inviting 
colleagues to self-identify, you’re developing an environment 
where everyone can be their authentic self.

Remember, an inclusive workplace won’t develop overnight,  
but is something that everyone must contribute to.

We Are Here For You
For additional resources and assistance, 
visit MutualofOmaha.com/eap or call an 
Employee Assistance Program professional 
at 1-800-316-2796.


