
ONE DHS PEOPLE, ACCESS AND CULTURE ·  JOB AID ·  HOW TO DO IT

Accessible and culturally responsive 
meetings: before, during, and after
Send purpose and materials ahead, offer accommodation without forcing disclosure, give people 
several ways to take part, watch positional power, repair when harm occurs, end with clear 
decisions and owners, and follow up accessibly.

Why it matters
Meetings are where participation is won or lost. Camera use, eye contact, speed, and silence are not 
universal evidence of engagement, and treating them that way excludes people.

Content

Before. Send the purpose, agenda, and materials at least a few working days ahead in an accessible 
format. Include the accommodation sentence in every invitation: tell us what you need to take part fully. 
Turn captions on by default. Check the room or platform for physical, sensory, and technology access.

During. Open with the purpose and how decisions will be made. Offer several ways to contribute: 
speaking, writing in advance, writing in chat, or following up afterward. Rotate who opens and who 
summarizes. Read written input aloud so it carries the same weight. Watch who is speaking and who is 
not, and notice positional power in the room. Slow down when interpretation or captioning is in use.

When harm occurs. Name it, pause, and make repair the responsibility of the person with more power in 
the room. Do not ask the person harmed to explain or to fix it. Follow up privately with the people involved.

Ending. State each decision, its owner, and its date. Say what happens to input that was not used.

After. Send accessible notes with decisions and owners in the same channels people used. Ask how the 
meeting worked for people and change the next one.

Notice periods, captioning accuracy claims, and accommodation instructions should follow your division's 
current accessibility guidance. Check with your accessibility lead.

Next steps

• Plan an accessible meeting (Practice path) — program page /practice/gp-8

• Access checks before a meeting or outreach — program page /library/ja-access-checks

• Team climate basics — program page /library/lm-workplace-climate

Practice paths this supports
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• Accessible and culturally responsive meeting

• Workplace culture and team climate

• Planning a learning or facilitation session
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