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Being Inclusive through

MEETING STARTERS & ENGAGERS

Working collaboratively with people from various backgrounds involves building and maintaining relationships
with each team member. Using meeting starters and other team-building activities help make these
collaborations be inclusive, conducive to innovation and productive.
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BEST PRACTICES FOR INCLUSIVE FACILITATION

BEFORE THE ACTIVITY:

DUR

Plan to use tools creatively. Plan your activities so you

can leverage both virtual and physical tools, whichever is
appropriate and available to your audience.

Consider accessibility. Make sure everyone has the
resources or capability to participate whether virtually or in-
person.

ING THE ACTIVITY:

Avoid labels. Stay away from “types”, “categories” and
“labels” that reinforce stereotypes in race, religion and
culture. Focus only on behaviors, personality traits, shared
characteristics.

Be mindful of culture and sub-cultures. Be mindful
of whether your activity might have a cultural nuance that
may not be observed by everyone.

Promote Inclusion. Do not single out participants who
are “different”.

AFTER THE ACTIVITY:
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Express gratitude. Thank the participants for
participating and ask them if they have anything they
would like to share about their experience.

UnitedHealth Group is prohibited.

Don’t require people to participate. Encourage
people to participate but never force them or pick
hesitant participants out of the group.

Allow preparation. Send out ice breaker in advance
so people can reflect on it and prepare ahead of time.

Celebrate diversity. Positively acknowledge and
celebrate differences.

Give Options. Some people may not be comfortable
answering all types of questions in all types of settings.
Make sure to give people options to participate in the way
they are comfortable.

Affirm participants. Be observant of and show
genuine appreciation for the unique abilities, talents and
contributions that each person may have shown during
the activity.

Additional Resources:

How to Kickstart Your Meetings With More Joy
Inclusive Meetings Spotlight
Inclusion and Diversity Learning System
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https://hubconnect.uhg.com/groups/inclusion-and-diversity-learning/projects/inclusive-meetings
https://hubconnect.uhg.com/groups/inclusion-and-diversity-learning/projects/inclusive-leadership/pages/create-safety
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Click on the PowerPoint icons to view detailed instructions and templates.
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For more of these, you may also visit the Meeting Starters and Activities
page in the Inclusion and Diversity Learning System.
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https://hubconnect.uhg.com/docs/DOC-237758
https://hubconnect.uhg.com/groups/inclusion-and-diversity-learning/projects/inclusive-leadership/pages/create-safety

Conversation Starters

Starting off your meeting or session on a high note helps people ease into the meeting more comfortably and helps make conversations proceed with ease. Try using these creative conversation starters in lieu of the old, “How are you doing today?” This helps promote Connection and is an opportunity to make people feel Safety and to use Affirmation statements. You can have them annotate, or just for fun—try to draw their answers!

What are you grateful for today?

Optional: Show the Mood Elevator

What’s your biggest win today/this week?

What’s the best news you got today/this week?

What’s one simple pleasure you never get tired of?

What’s one thing in the future you’re looking forward to?

Click here for more Conversation Starters.
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What are you grateful for today?

Use your annotation tools & choose a bright color











What’s one thing in the future you’re looking forward to?

Use your annotation tools to draw, if you like
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What are you grateful for today?





Common Ground

This is meant to show that within diversity there is always common ground. It promotes Identity, Connection and gives the opportunity to Affirm and make participants feel Safe and accepted.



Have pictures of common hobbies, food, places like mountains, rivers or beaches flashed on the screen. Ask participants to point to photos that fit categories like:

What they like to do on weekends

What they haven’t tried but would love to try



Feel free to think of other categories.









Which of these would you like to do this weekend?
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Which of these images are you drawn to and why?

Select the arrow with your name in your annotation tools
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Which of these images are you drawn to and why?






Emoji Check-In

A fun alternative to the Mood Elevator. You can have them respond in chat, use annotation tools to put marks on a wall of emojis. It allows people to use a common way to represent their feelings, promoting Safety and also gives the opportunity to Affirm these feelings.



You can ask a variety of scenario-based questions:

Which emoji describes what you’re feeling right now?

Which emoji describes how you’re feeling about change?

Which emoji describes what you felt when you completed your last project?



If facilitating in-person, you can try to have participants draw the emoji, or if you’d like to go the extra mile, you can print our emoji flashcards and distribute.
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Two Kinds of People

Joao Rocha published a book simply showing illustrations of two common ways people do things. This is a fun way to show preferences. There will always be people who say they are neither, but that’s the beauty of diversity—it’s never predictable! And they transcend stereotypes and other social constructs, as people might find common ground here regardless of their background, respecting Boundaries while promoting Identity. 









Click here for the book.

Click here for more images.
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What is a Visual Introduction?

You have one chance at a first impression, so make sure you’re prepared. Meeting a new boss? Joining a new project team? Invited to a last-minute meeting? Connecting with a new network contact?  Think of all the times you could use a visual introduction, especially in our increasingly virtual world where we often don’t meet people face-to-face. A visual introduction, as defined here, is a PowerPoint slide (or other medium) that is used to introduce yourself and ensure your personal brand is well represented. Check out the examples shown here and use the directions to help you start designing a visual introduction that embodies your personal brand.



1

Know How You 
Will Deliver Your Introduction

This is the critical first step and it can not be skipped! Are you designing for a live (in-person or virtual) introduction or are you going to send the introduction electronically (or by postal mail, if anyone does that anymore! )? The answer to that question will determine how you design your visual introduction. 

How Do You Design Your Visual Introduction?

Use the directions below and the examples on other pages to help you get started designing your visual introduction.



Determine Your Key Communication Points

What do you want them to know? How can you make your introduction memorable? Think about what you want to communicate and how you might break it into sections. Here are some potential ideas to get you thinking:

Your Strengths

What You’re Passionate About 

Proud Moments / Memorable Moments

Projects You’ve Loved

What People Can Count On You For

Your Hobbies

Achievements

Global Languages & Experience

Personal Vision Statement

Areas of Expertise

Major Wins

Think of your own….it’s your personal brand. What will make you stand out?



2

Design For Your Personality & Personal Brand

“A picture is worth a thousand words” as the saying goes, and it’s never been more true than in your personal brand. Consider these elements when designing your visual introduction:

Change the color pallet (Design tab/Themes/ Colors)

Use a professionally appropriate photograph

Think about the font you’ll use (make sure they’re easy to read, you don’t use more than 2-3 different ones, and it represents your brand – some say fonts like “Comic Sans” are not professional)

If designing for a “live” introduction use MINIMAL words, or better yet use pictures or icons



3
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Design Your



2

LIVE Visual Introductions



People can read faster than you can talk, which is why in this situation, you want a visual introduction that graphically SUPPORTS your message. If your visual introduction has too many words on the screen no one will be listening to what you have to say – they’ll be reading the slide. That’s why you want to design slides with MINIMAL words when doing live introductions. Better yet, use icons or photographs to represent the key points you want to make. 



The examples on the next two slides are two different versions created for the same person. They were designed to be used for a live (in-person or virtual) introduction. They are characterized by:

No sentences

No bullet points

Visuals to pique interest for the audience, but not give away the information you’re going to share

Talking points in the notes section (for you only)
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Your Name Here

A short statement that summarizes your strength/what people can expect from you…



































































Live Presentation – Example 1

Role/Team/Business Segment





All of the content that you created on your electronic/paper copy should be cut out and added to the notes section. You want the graphics to support your message when you’re presenting live – this helps you avoid reading the slide and makes for a more natural conversation.



Speaker notes:



MY STRENGTHS (superhero shield icon): 

I am a connector. I love taking different things and putting them together to make something bigger than it is now. The same is true with teams – I love mining for talent and connecting different individuals to create a team that is set up for success.



ACHIEVEMENTS (ribbon icon):

Two of the things of which I am most proud : receiving my Master’s Degree in XXX and being nominated to participate in the Emerging Leaders Program.



WHAT I LOVE TO DO (heart icon):

I am passionate about helping people develop and improve as individuals, and as employees and leaders who can have a positive impact on business results.



MY OUTSIDE INTERESTS (juggling icon):

I enjoy reading historical fiction, walking in the woods, and going to musical concerts, but my favorite hobby is scrapbooking my memories.



GLOBAL LANGUAGES & EXPERIENCE (globe icon):

I fluently speak, read and write Spanish and lived in Spain for a year. I also have a basic understanding of Portuguese. In college I spent a semester studying in Ireland.
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Your Name Here



Replace with Your Photo

Wordcloud was created here: https://www.wordclouds.com/ 



Live Presentation – Example 2

Role/Team/Business Segment





All of the content that you created on your electronic/paper copy should be cut out and added to the notes section. You want the graphics to support your message when you’re presenting live – this helps you avoid reading the slide and makes for a more natural conversation.



Speaker notes:



MY SUPERPOWER (words: relationships & connector): 

I am a connector. I love taking different things and putting them together to make something bigger than it is now. The same is true with teams – I love mining for talent and connecting different individuals to create a team that is set up for success.



WHAT I LOVE TO DO (words: develop):

I am passionate about helping people develop and improve as individuals, and as employees and leaders who can have a positive impact on business results.



ACHIEVEMENTS (words: Master’s Degree – note, I only have one word on the screen, but that doesn’t prevent me from mentioning another achievement):

Two of the things of which I am most proud : receiving my Master’s Degree in XXX and being nominated to participate in the Emerging Leaders Program.



GLOBAL LANGUAGES & EXPERIENCE (words: Spanish, Portuguese, Ireland):

I fluently speak, read and write Spanish and lived in Spain for a year. I also have a basic understanding of Portuguese. In college I spent a semester studying in Ireland.



HOBBIES (words: Read, Concerts, Scrapbooking):

I enjoy reading historical fiction, walking in the woods, and going to musical concerts, but my favorite hobby is scrapbooking my memories.









4



5

A stand-alone visual introduction is one that can be read by anyone and doesn’t need you to present it. Think of it as a mini-resume. You might email it, print it and share it, or even send it in the mail to someone. You might send it before or after a meeting. Because you won’t necessarily be there when it’s read, you need to make sure that it functions independently.



The examples on the next three slides were designed to be stand-alone (Note: the first two are companions to slides 3 and 4 which were designed to be delivered live). 



Tips for stand-alone visuals introductions:

Just like any other document, make sure it’s proofed for typos and readability

Before sharing, turn the document into a PDF (this ensures that fonts and other visuals are represented as you intended)

STAND-ALONE
Visual Introductions
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Your Name Here

A short statement that summarizes your strength/what people can expect from you…

MY STRENGTH

I am a connector. I love taking different things and putting them together to make something bigger than it is now. The same is true with teams – I love mining for talent and connecting different individuals to create a team that is set up for success.

WHAT I LOVE TO DO

I am passionate about helping people develop and improve as individuals, and as employees and leaders who can have a positive impact on business results.



ACHIVEMENTS

Two of the things of which I am most proud : receiving my Master’s Degree in XXX and being nominated to participate in the Emerging Leaders Program.

MY OUTSIDE INTERESTS

I enjoy reading historical fiction, walking in the woods, and going to musical concerts, but my favorite hobby is scrapbooking my memories.

GLOBAL LANGUAGES & EXPERIENCE

I fluently speak, read and write Spanish and lived in Spain for a year. I also have a basic understanding of Portuguese. In college I spent a semester studying in Ireland.



Stand-Alone – Example 1

Role/Team/Business Segment







Replace with Your Photo

Your Name Here

What I Love to Do

I am passionate about helping people develop and improve as individuals, and as employees and leaders who can have a positive impact on business results.







My Achievements

Two of the things of which I am most proud : receiving my Master’s Degree in XXX and being nominated to participate in the Emerging Leaders Program.







My Hobbies

I enjoy reading historical fiction, walking in the woods, and going to musical concerts, but my favorite hobby is scrapbooking my memories.





































Global Languages & Experience

I fluently speak, read and write Spanish and lived in Spain for a year. I also have a basic understanding of Portuguese. In college I spent a semester studying in Ireland.



















My SuperPower

I am a connector. I love taking different things and putting them together to make something bigger than it is now. The same is true with teams – I love mining for talent and connecting different individuals to create a team that is set up for success.











Stand-Alone – Example 2

Role/Team/Business Segment





Projects I Loved

Your Name Here



A short statement that summarizes your strength/what people can expect from you…

Proud Moments





mentoring new 
employees

Current



selected to participate

In Emerging Leader Program

2016



asked to present
at professional conference

2014



received
Master’s Degree

2013

Outside Interests

What I Can Be Counted On For

          





Strengths

Leading a cross-functional team exploring global leadership development

Creating a Toolkit of Resources for Senior Leaders



What I’m Passionate About

Top 5 from Gallup 
StrengthFinders: 
Learner

Intellection

Connectedness

Developer

Empathy

I am passionate about helping people develop and improve as individuals, and as employees and leaders who can have a positive impact on business results.

Top 2 from DiSC: 
Conscientiousness

Steadiness



Top 2 from StandOut: 
Connector

Provider

UnitedHealth Group 
Behavior Style Preference: 
Supporting

Building strong and lasting diverse relationships

Collaborating to get things done

Pushing the boundaries for better deliverables

Developing high quality work products

Remaining calm in the midst of chaos











GlobeSmart Profile Preferences:













Stand-Alone – Example 3

Role/Team/Business Segment





image1.png







image2.png







image4.png







image3.png







image5.png







image6.png

c \,elﬂnmasmrsneuree

"l IVErsity &
“"Spanish¢






image7.jpeg







image8.png

Independent

Egalitarianism

Direct

Task

Interdependent

status

Certainty

Indirect

Relationship













10 Things I Appreciate About You

It doesn’t have to be 10 things; it could be any number. This will allow people in a team to Affirm each other. It is best used for teams that have already known each other for some time but you can also try it with new teams who have at least met each other in person and see how it goes.



Write down team members' names on a grid and ask other team members to write down what they appreciate about each team member. 



 If you’d like to do this in-person, you may have people speak up, or in the interest of time, have “ballot boxes” corresponding to each team member where people can drop written notes of appreciation.



Come up with your own list to supplement the lists as needed, making sure that every person gets more/less the same number of affirmations. 



1

Jimmy

Sammy

Karen

Sylvie

Susie

Patty
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		Team Member 1		Team Member 2		Team Member 3		Team Member 4



I appreciate you because…











I appreciate you because…

Jimmy

Sammy

Karen

Sylvie

Susie

Patty
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I Am…

I Am…

"I AM..." is an exercise in which people introduce themselves with the filters in which they see the world, their unique lens. People can make their list (either on paper or on a slide) to share with a group or team. This activity can spark conversation so that we learn more about the backgrounds and perspectives of those around us. 



This is best used if your meeting has a lot of time allocated for it, i.e., a summit or a team-building session.
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Personal Win

This is similar to Conversation Starters but focused on giving time to Affirm someone's recent achievements whether at work or in their personal lives. 



You may either highlight someone’s achievements, or ask the participants questions like:

Did you have any personal wins lately?

What’s one good news you received today?

What are you most proud of this week/this month?





Let’s Celebrate! 



Share a personal win!
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Share a personal win!

2
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Photo Sharing

Have team members share any photo of aspects of their lives outside of work. This is best for a weekly team meetings where the team members take turns facilitating. This allows people a deeper look into their Identity and may also be an opportunity to both Affirm and Connect.



If you are so inclined, you may even ask your team members to submit photos of a specific theme and do a collage. 



Examples:

photo of your desk

view from your office

your pet

kids

travel

1
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Photo Sharing
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