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Building a Culture of Respect

1) Introduce the concept to the team

2) Prepare for the meeting

Schedule a 90 minute meeting or re-purpose an existing team meeting. 
 
Use the draft communications to share what the meeting will be about and why you’re 
holding it. 
 
(optional) Provide the suggested pre-work to help team members prepare for the 
conversation, shift their mindset and get their juices flowing.   

Use the draft agenda as a starting point to design the meeting. 
 
Add, modify or eliminate activities based on your current culture, timing, and other needs. 

Print out your agenda and add any additional facilitator’s notes 
to help you best facilitate the meeting.  
 
(optional) Send a reminder email for meeting participants to 
prepare for the meeting by completing the pre-work.

Gather or create any materials needed e.g. flip-charts, sticky 
notes, Google docs, etc. 

“It’s more powerful 
when the group 

commits to creating 
a respectful 

environment.”
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3) Facilitate the meeting 

Arrive a few minutes early (if possible) to set up the room or technology.  
 
Use your printed meeting agenda to help you facilitate. 
 
Empower others on the team to help you by being a timekeeper (setting timers), 
scribing (marking on flipcharts), ensuring balanced participation, etc. 
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“Respect is a 
mindset you 
recommit to 
every day.”

4) Show appreciation and hold people accountable

When you notice someone upholding a behavior, 
acknowledge them in the moment or by email.  
 
When you notice someone not upholding a behavior, raise it 
with them in the moment if you can. Otherwise, determine the 
appropriate path to address it as soon as possible. 

Regularly incorporate check-ins on how you’re doing as individuals and as a team. 
These may be in your standing team meetings, project meetings, one-on-ones, or 
stand alone meetings specifically on this topic. 
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5) Build on your success

After a few months of focused effort of the first three behaviors, regroup to 
determine if you’re ready to move on to three new behaviors. 

If, collectively, you feel you’ve done well at incorporating the first three behaviors, 
revisit the original list and identify what to focus on next. 

If, collectively, you feel you haven’t been successful with adopting the initial 
behaviors, decide if you want to select new, possibly easier, behaviors to try, or, 
what new strategies you’ll use to support adoption of the original three behaviors 
and give it another go.
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"Consider your change journey a transformation that happens 
incrementally, one behavior and one day at a time."



This is a sample email to help get you started with communicating to your team. 
Feel free to use as is, modify or start from scratch.  

Hi all, 

I’ve recently been learning about how to build stronger teams and would like to 
engage everyone in a discussion about investing in our team culture by identifying 
ways we can explicitly be more respectful. 

Teams with high levels of respect have a more enjoyable work environment, have 
less conflict, are more productive and have less stress. We already have a good 
foundation, but I believe we can be even better if we’re more intentional. 

To get us started, we’ll have a meeting during which we’ll identify and agree upon 3 
behaviors that will increase the atmosphere of respect.  We’ll focus on adopting these 
for the next few weeks or so and check in along the way. 

(optional sentence if you want to include pre-work) 
In preparation, please read this article on the importance of respect in team 
dynamics. 

Thanks, 
Your name 

Investing in a culture of respect

All team membersTo:

Subject:

Body:
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DRAFT COMMUNICATION
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This is a sample agenda to help you plan your team meeting. It's designed be a a 90 
minute meeting. Feel free to use as is, modify or start from scratch. Access the 
Google doc version here. 
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Recognize that each person has their own experience as a member of 
this team. What seems obvious or already existing to one person may not 
be so for another. 
All ideas are welcome. Nothing is too bold or too small. 
Don’t worry about current practice. Focus on a positive future. 
Own the meeting’s success together. Help facilitate, stay on time, and 
ensure balanced participation. 

Norms or Ground Rules:

3 actionable and measurable behaviors that will help us increase the atmosphere 
of respect in this team.

Desired Outcome:

Read this article on building a culture of respect. 
Reflect on your experience on this team how we might be more respectful.

Pre-work:

EXAMPLE AGENDA
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10 minutes

A check-in is a great opportunity to show respect from the start. You are asking each 
person to acknowledge their presence in this meeting.   
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A check-in is a great opportunity to show respect from the start. You are asking each 
person to acknowledge their presence in this meeting.  

Review the desired outcome.
Share why a culture of respect is important to you and this team.
Review the ground rules for this conversation.
Ask everyone to ‘check-in’ - is there anything on their mind that 
they want to share before we dive into the content? 

Why are we here: 5 minutes

Generally assume you’ll start the content of any meeting 5 minutes after the official 
start time. This is especially true as the number of participants increases and when 
there is technology involved for remote participants. 

People get settled in the room or on the call. 
Say hellos, casual talk. 
Get technology set up for remote participants. 

5 minutesWelcome:



10 minutes

Use the brainstorm questions as prompts. Feel free to make up your own questions 
or modify these. Put each question on the wall (on a whiteboard or flip chart) or in an 
online document (eg. Google doc) if there are virtual participants. 

Give people 5 minutes to write quietly on sticky notes (one idea per note) or on the 
shared online document (eg Google doc). Set a timer so you can participate in the 
brainstorm too. The more specific the behavior, the better. Encourage people to be 
as descriptive as possible. You can share the list of examples to help people get 
started if needed. 

Use the next 5 minutes to cluster the ideas generated. Have people put their sticky 
notes onto the wall or flip chart paper according to the prompt they were answering. 
If people were participating virtually, you can skip this step, assuming they typed 
their answers into the appropriate question already.  

In an ideal world, how would we treat each other with respect? 
What behaviors do we already practice that we should continue doing?
What behaviors might you notice regularly? 
What behaviors would you never or rarely see? 
How would we treat each other or act: 
- In meetings? 
- When there is a conflict or issue? 
- Over email? 
- During non-work hours/vacations?

What does a respectful culture look like:
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Brainstorm: 10 minutes

A check-in is a great opportunity to show respect from the start. You are asking each 
person to acknowledge their presence in this meeting.  



10 minutes

Spend up to 5 minutes on each question. It’s OK if you go faster. Some questions will 
only have a few responses and/or there will be a lot of alignment. 

Try to avoid getting stuck in the details or making too many judgement calls. You’re 
really looking for consensus. Put aside anything that is controversial. And remember, 
this is in an ideal world, so it’s not about judging your current practices. 

As you’re going, pay attention to whether the ideas are clear. Will you be able to tell 
when someone is doing this behavior? Is it actionable and measurable?  

Together, look at each question, one at a time.
Go through the following process for each question: 

What does a respectful culture look like:
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Converging on a few key behaviors:

-Take a minute to read the ideas generated. 
- Collectively identify: 
    - what stands out? 
    - what themes do you see? 
    - is anything missing? 
    - do you disagree with anything? 

30 minutes

Capture highlights and themes by circling, bolding, or highlighting them. 



10 minutes

To simplify the voting process, you’ll want to combine all the key behaviors from the 
various lists into a single list. Expect to have somewhere between 5-20 actions. 

Write them on a flipchart or type them on the document so everyone can see the 
actions in one place. 

During this time, the other participants can either help with the collection process or 
take a break to check email or attend to bio needs. 

Create one list of the key behaviors and actions that were highlighted during 
the discussion.  

What does a respectful culture look like:
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Break and Regroup: 15 minutes

Remember, this guide is just a reference. Do what works for 
your team and your current culture.  

 
You may prefer to have 2 or 3 meetings to allow for more 

time on each segment. 
 

You may need to invest more time up front to generate buy- 
in or prepare the team to make changes.



10 minutes
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A check-in is a great opportunity to show respect from the start. You are asking each 
person to acknowledge their presence in this meeting.  

Agreeing on criteria is helpful for any group decision-making. Consider the following 
criteria: 
    - Areas that need the most improvement. 
    - Actions that will make the greatest impact. 
    - Actions that are easiest to implement (low hanging fruit) 
    - Actions that are most fun or exciting. 
    - Actions that are most ideal or closest to our vision. 
    - Personal preference. 

You may decide to use once criteria for all votes or have people select three actions, 
each of which meets a particular criteria. 

To vote, allot each person 3 marks - this can be done by writing their initials, or 
placing a checkmark or other symbol. 

Decide on the criteria to help the group select 3 behaviors the team wants to 
focus on doing more (or less) of over the next few weeks or months.  
Vote on what actions to prioritize.
Tally up the votes for each action.
If there are clearly 3 top winners, call them out and ask for any final discussion.
If there are not clearly 3 top winners, either have a group discussion to narrow 
down the actions to 3 
OR 
do a second vote, but limit the choices based on those that received the most 
interested during the first round.
Once you’ve clearly got the top 3, ask for a commitment from each person to 
intentionally act accordingly.  

15 minutesCommitting to building a culture of respect:



10 minutes
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If you haven’t reached agreement, that’s OK. You may need to schedule a second, 
shorter, meeting to finalize. In this case, use the last few minutes to acknowledge 
what you accomplished today, thank everyone for participating, and mention you’ll 
be having another meeting to finish, . 

If you have reached agreement, celebrate and thank everyone for their participation. 
Then review how you’ll go forward. Consider the following: 
    - Use 5 minutes at each of your team meetings to assess how you’re all doing. 
    - During 1-on-1s or other performance reviews/check ins, provide feedback on    
      how each person is upholding the behaviors. 
    - Confront it head on when an agreed upon behavior is not being followed.. 
    - Show appreciation when you notice someone following a behavior. 

Celebrate the progress you’ve made today.
Review next steps: 
- How to hold ourselves and each other accountable 
- When and how we'll check-in on how we're doing 
Check out. Go around and ask everyone one of the following: 
- How are you feeling right now? 
- Anything still on your mind that you want to share?
Thank everyone for engaging. 

10 minutesNext steps and check-out:



Example behaviors that support a culture of respect
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Show up to a meeting on time. 

Do all meeting pre-work prior to the start of the meeting. Come prepared for the 

discussion. 

Do not interrupt people. 

Do not send emails after 10pm or before 6am. (Use an email scheduler if you 

prefer to work during those hours.) 

If you receive emails while on vacation or between 10pm-6pm, you are not 

expected to reply to them until you return to work. 

If you’re not sure why you were invited to a meeting, ask. 

If you’re not sure why you were not invited to a meeting, ask. 

Share meeting notes with relevant stakeholders within 24 hours after a meeting.  

Demonstrate active listening. Put away devices and other distractions during 

meetings. 

Ask question to seek deeper understanding and clarity. 

Raise alternative or dissenting viewpoints. Play “devil’s advocate” to help get the 

best thinking in the room. 

Do not attack personally. Disagreement is healthy, but debate the ideas, not the 

person. 

Ask for help when you need it. 

If someone asks you for help, do your best to provide it and/or help them build 

capability. 

Confront conflict head on. Be honest and forthright, but also hold a positive 

attitude based on good intentions.
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Do not gossip. If there is an issue, speak directly to the person.

Give people the benefit of the doubt.

Talk to people. Don’t rely on email or chat to deliver complicated news. 

Begin your meetings with a check-in to hear from everyone in the room. 

End your meetings with a check-out to ensure everyone has a final opportunity to 

share what’s on their mind. 

Reserve 5 minutes during decision-making meetings for ‘devil’s advocate time’ 

during which people can only share criticisms, critical questions, and push-back.  

Send an agenda with a desired outcome for every meeting. 

Empower people to opt-out of a meeting if they have higher priority work that 

needs their attention. 

Respond to all internal email/chat communications within 24 hours.  

Do not tolerate rude behaviors. If someone acts unprofessionally, bring it to them 

or the team to address. 
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Example behaviors that support a culture of respect (continued)


