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1. Listen Actively: Pay full attention.

2. Use Inclusive Language: Avoid terms that exclude or stereotype. Use gender-
neutral terms and refer to groups as “team” or “everyone.”

3. Acknowledge Contributions: Thank colleagues for their input and highlight 
their contributions during meetings and in written communications.

4. Invite Participation: Encourage quieter colleagues to share their ideas by 
asking for their opinions and creating space for them to speak.

5. Challenge Stereotypes: Speak up against stereotypes and biases when you 
encounter them, and encourage others to do the same.

6. Celebrate Differences: Recognize and celebrate the diverse backgrounds and 
achievements of your colleagues.

7. Practice Self-Awareness: Reflect on your own behaviors and biases, and 
actively work to address them.

8. Share the Spotlight: Ensure that meetings and discussions are not dominated 
by a few voices. Encourage a balanced and inclusive participation.

9. Avoid Assumptions: Don’t make assumptions about others based on their 
appearance, background, or role. Ask questions and seek to understand.

10. Be Mindful of Micro-Aggressions: Pay attention to how your words and 
actions might be perceived by others and strive to avoid behaviors that could 
be harmful.

EXAMPLES OF MICROINCUSIONS IN 
THE WORKPLACE
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As a result of what I learned from this workshop, I am going to ...

My Key AHA Moment Was:

15

15



16

16



17

17


