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A practical checklist to foster an inclusive culture in remote work settings.

Checklist Items:
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1. Rotate Meeting Facilitation

Share the responsibility of leading meetings across different team members and time zones to ensure
diverse voices are heard.

Reference Section: Practical steps to show inclusion-driven leadership

2. Design for Voice

Utilize breakout rooms and asynchronous channels during meetings to allow quieter contributors to
share their thoughts without being overshadowed.

Reference Section: Core Principles of an Inclusive Remote Work Culture

3. Publicly Credit Contributors

Recognize and credit team members by name for their contributions in follow-up communications to
promote visibility and acknowledgment.

Reference Section: Practical steps to show inclusion-driven leadership

4. Regular Anti-Bias Training

Implement and schedule regular training sessions on anti-bias and diversity for all team members to
cultivate an inclusive environment.

Reference Section: Core Principles of an Inclusive Remote Work Culture

5. Incorporate Inclusive Tools

Configure tools like Zoom and Microsoft Teams to use real-time captions, transcripts, and visual
modes to enhance communication for all participants.
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6. Establish Psychological Safety

Create a culture where team members feel safe to express their ideas and concerns without fear of
retribution, utilizing round-robin check-ins.

Reference Section: Core Principles of an Inclusive Remote Work Culture

7. Set Clear Role Criteria

Develop and publish clear criteria for promotions and role expectations to ensure transparency and
fairness in opportunities for all team members.

Reference Section: Equitable access to work and growth

8. Provide Dedicated Learning Stipends

Allocate budgets for skill development and mentorship specifically for underrepresented employees to
ensure equitable access to growth opportunities.

Reference Section: Equitable access to work and growth
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