
Gender diversity has always existed 
throughout varying cultures and societies. As 
awareness of the existence of transgender men 
and women, non-binary identities, and gender 
fluidity increases, meeting planners have a 
responsibility to create welcoming and 
affirming meeting spaces. The following tip 
sheet provides standard guidelines for setting 
up meetings, based on current cultural norms. 

Pronouns 
Pronouns such as he, she, and they are words 
used to refer to others in place of a noun or a 
name. We have been taught in school that 
pronouns are binary (she or he) and singular 
vs. plural (she or they). Yet today, pronouns 
used in social and work settings may not 
subscribe to these rules. For example, many 
people who identify as gender non-binary (not 
distinctly male or female) use the pronouns 
“they/them/theirs” as individuals. Thus, the 
sentence “They walked into the room” can 
describe the action of one non-binary 
identified person.   

A critical first step in ensuring a welcoming 
and affirming meeting space is ascertaining 
and honoring the pronouns that all meeting 
participants use. One cannot accurately 
assume pronouns based on appearance alone. 

Misgendering someone (using the wrong 
pronouns or gendered language) can be highly 
distracting, insulting, and invalidating—
especially when done repeatedly. It sends the 
message that one does not honor the 
authenticity and validity of another person’s 
gender identity. Even occasional misgendering 
can be embarrassing for both parties and 
create tension between colleagues that can 
interfere with communication, teamwork, and 
ultimately the ability of a team to reach its 
goals and objectives. 

While many people feel very strongly about 
the pronouns they use and have an 
expectation that pronouns be consistently 
used accurately and appropriately, there are 
some people who are flexible about the 
pronouns used to describe them. For 
example, people who identify as gender fluid 
may switch back and forth between binary 
pronoun options. In addition, honorifics such 
as Mr. or Ms. have been expanded to include 
the gender-neutral Mx. 

Name Tags 
Name tags are often the first identifiers for 
meeting participants, specifying the name, 
title, and organization. Gender-affirming 
meeting spaces ensure name tags also allow 



 

 

participants to identify their gender pronouns. 
Pronouns on name tags should be as large and 
readable as other identifiers such name, title, 
and organization, and should be collected 
during meeting registration. If pronouns 
cannot be collected as part of the meeting 
registration process, a blank space for 
pronouns can be substituted. In that case, 
sign-in staff should call attention to the space 
for participants to add their pronouns to their 
name tags and explain that we do this to 
ensure all meeting participants feel welcome 
and that their gender is respected.  
 

A handout on the sign-in table can be 
provided to explain the documentation of 
pronouns to those unfamiliar with this 
practice, which has become commonplace in 
many organizations and conference settings. 
Only if asked if it is mandatory should sign-in 
staff say it is optional; it is illegal to require 
people to identify protected information such 
as gender in professional settings, but it is a 
best practice in professional settings that 
should be strongly encouraged. It is not 
appropriate for sign-in staff to discourage the 
practice by first telling people they can 
identify their pronouns but don’t have to do 
so. To ensure sign-in staff understand how to 
appropriately discuss gender diversity and 
pronouns on name tags, they should be 
trained in advance and then supervised until 

their capability is established. Periodic review 
of performance should occur to ensure 
continued cultural competence on this issue. 

Introductions 
For the same reasons that identifying one’s 
gender on name tags creates gender-affirming 
meeting spaces, including them in introductions 
is a best practice that should be encouraged as 
a norm. This practice is done when people 
introduce themselves in 1:1 situations as well as 
when speaking in front of a group. It can be 
helpful for meeting organizers to reserve 
some time at the beginning of the meeting to 
discuss gender identity and the need to 
identify pronouns when meeting new people. 
Participants can then go around the room and 
introduce their name, organization, and 
pronoun to practice the norm. Later, when 
people forget to include their pronouns when 
speaking up, it is appropriate to ask them to 
identify their pronouns so you can refer to 
them respectfully. 

Breakout Groups 
When break-out groups occur, a norm should 
be set that participants include their pronouns 
when introducing themselves to group 
members. Group agreements should include 
accountability strategies so that if a 
participant is misgendered it does not become 
the responsibility of a transgender or non-
binary person to uphold the agreement.  The 
norm should be upheld by the group. 

Restroom Labels 
Restroom access is a critical issue that impacts 
the health and well-being of transgender, 
gender non-binary, and gender nonconforming 
individuals. In a large-scale study of nearly 
28,000 transgender adults in every state and 
territory of the U.S., 59% of respondents 
reported that they had avoided restrooms in 
the past year out of fear of confrontation.  
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One-third limited their food and liquid intake 
in order to avoid restrooms. Nearly one in ten 
were denied entry, and one-fourth of 
respondents had had their presence in the 
restroom questioned. Twelve percent were 
verbally harassed, physically attacked, or 
sexually assaulted in the restroom. 
Alarmingly, 8% developed a urinary tract 
infection, kidney infection, or other kidney 
problem as an outcome of limited restroom 
access.1 

Restroom segregationists often portray trans 
people as predators who are going to do harm 
in the restroom—a fear-mongering tactic that 
has no factual basis. The reality is that trans 
and gender nonconforming individuals need 
access to the facilities for the same reason as 
others who take this basic human right for 
granted.   

In order to create affirming professional meeting 
spaces, it is important to ensure convenient 
access to “all gender” restrooms, the current 
standard language used to describe gender-
neutral restrooms not labeled exclusively for 
“men” or “women” that welcome all people 
regardless of gender identity and expression. 
Restrooms nearest meeting spaces should be 
labeled “all gender”, while also providing 
nearby gender-specific restroom options 
(those designated as “men” or “women.”) The 
location of all-gender and gender-specific 
restrooms should be announced at the 
beginning of the meeting. While the provision 
of multiple-stall all-gender restrooms may 
seem new to some, it has become standard 
practice in some professional circles. When 
announcing restroom options, it can be 
helpful to communicate the importance of 
this practice to meeting participants.  

1 James, S. E., Herman, J. L., Rankin, S., Keisling, M., Mottet, L., & 

Ana , M. (2016) The Report of the 2015 U.S. Transgender Survey. 

Washington, DC: National Center for Transgender Equality. 
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The easiest strategy to ensure equal access by 
all meeting participants is to choose a venue 
that already has inclusive restrooms and 
appropriate signage.  If one is not available, 
before a contract is signed with the venue, it 
is critical to ensure that management and staff 
agree to support the practice. Provide specific 
expectations in the contract for how the 
venue should support this practice. It is 
unacceptable for venue staff to remove 
restroom labels for any reason; doing so 
should be considered a breach of contract. 

Multiple copies of “all gender” restroom 
labels should be printed on sturdy card stock 

and taped securely along all edges to deter 
removal. Sign-in staff should periodically 
check to ensure that the signs remain in place, 
particularly before breaks. 

It is important that both “male” and “female” 
restrooms located nearest the meeting space 
be labeled “all gender.” It is inappropriate to 
label the men’s room as “all gender” and leave 
the women’s room gender segregated. 
Women’s concerns about safety and privacy 
are valid and important. Yet there is no 
evidence to support the fear that women are 
unsafe sharing restrooms with transgender 
and gender nonconforming people. Some 
people prefer gender-specific restrooms for a 
variety of reasons; thus, nearby gender-
specific options should always be made 
available. 

Workplaces that affirm all gender identities 
and expressions celebrate human diversity 
and enhance team-building, which 
encourages productivity. By following the 
guidelines and best practices listed in this tip 
sheet, meeting planners can create 
welcoming and affirming meeting spaces 
where all participants will be free to focus on 
the subject matter of the meeting without 
needless and harmful distractions and barriers 
related to gender. 

For more information, please visit 
the LGBTQ TA Center website at  

http://www.lgbtq-ta-center.org 
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