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A Human-Centered Guide to Designing 
Meetings that Build Culture

1. START WITH SAFETY
BEFORE PRODUCTIVITY
Before people will contribute ideas
or concerns, they must feel safe.

Simple ways to create
psychological safety:

• Begin with a quick check-in

• Example prompts:

» “What’s on your mind today?”

» “Share something positive
about a teammate.”

» “What are you looking
forward to?”

• Model vulnerability as a leader

• Invite quieter voices into the
conversation

• Normalize questions and
mistakes

2. DESIGN FOR INCLUSIVE 

PARTICIPATION
Most meetings default to the 

loudest voices. 

Great meetings intentionally 

create space for everyone.
Simple ways to increase 

participation:

• Send agendas ahead and invite 
additional topics

• Ask someone who hasn’t 
spoken to share a perspective

• Rotate facilitation roles

• Use chat, polls, or breakout 
discussions

• Start meetings by having 
everyone speak once early

3. CREATE CLARITY
AND CLOSURE
People leave meetings
energized when they know
what happens next.

Use the 3C Close to end every
meeting.

Check In
“How is everyone feeling
as we wrap?”

Capture
“What are the top 3 takeaways
or decisions?”

Celebrate
“Who contributed something
of particular value today?”

Meetings are culture in motion. Every meeting sends a message about  
who matters, how people are treated, and whether ideas are welcomed 
or ignored. When designed intentionally, meetings become powerful 
tools for connection, alignment, and performance. 

According to Microsoft’s 2023 Work Trend Index, the average employee 
now spends 7.5 hours a week in meetings, and 68 percent say they don’t 
have enough uninterrupted time to actually do their work. But it is not 
just the volume of meetings that is a challenge. It’s the quality.  

Strategies and tools are needed to make sure your meetings are ones 
that support performance and people.

Ask yourself:
Did everyone feel safe enough 
to contribute?

Ask yourself:
Did everyone have an 
opportunity to contribute?

Ask yourself:
Is there clear ownership and 
next steps?



MEETING DESIGN CHECKLIST 

Before the meeting ask:

1. How will this meeting reinforce our values?

2. What participation opportunities will be built in?

3. What do I want people to feel when they leave?

During the meeting track:

Did everyone speak? 

Did we acknowledge people, not just progress?

Did ideas build on each other?

Did we capture clear next steps and owners?

After the meeting reflect:

• Did people leave more connected or drained?

• Did we follow through on commitments?

• What could make the next meeting more
meaningful?

Send a short survey asking these three questions 
every so often to check in on meeting effectiveness.

CULTURE-BUILDING MEETING 
RITUALS QUICK GUIDE 

Human Moment
Start with a personal check-in 
or small win.

One-Word Wrap
End with each person sharing one 
word about how they’re leaving.

Rotate the Chair
Give different team members the 
opportunity to facilitate.

Cancel When Possible
If it can be an email, let it be 
an email.

When leaders design meetings with intention, they don’t just 
manage time, they shape the culture.
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TRY THE 3C CLOSE

1. Check in as you wrap the meeting.

2. Capture the top three takeaways.

3. Celebrate someone’s contribution in the meeting.

This only takes 3-5 minutes but can transform how people exit the meeting.

“Meetings are not proof of productivity. 

Meetings are culture in motion.”
By Amy P. Kelly, GPHR, SPHR, SHRM-SCP

Global HR Executive | Cultural Architect | Champion of Human-Centered Leadership


