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These are the top tips we’ve distilled from our Inclusivity Unlocked! events so far.
Beneath each image we’ve provided a link to a pdf version: please feel free to download these and share them with your colleagues.
Other follow-up resources, for example webinar reports and recordings, can be found in the online posts for the relevant events: see our website events page, where you can also access sign-up links for those still to come. 

If you have suggestions for other event themes or formats, please let us know by taking our quick survey at https://www.surveymonkey.co.uk/r/M682YMT. 









Leaving no one behind (parts i and ii)
Dates: 20 & 27 September 2022 
Online event posts: https://ipinclusive.org.uk/events/leaving-no-one-behind-part-i/ and https://ipinclusive.org.uk/events/leaving-no-one-behind-part-ii/ 
Panel discussions with our six communities, about opportunities and challenges in the post-Covid world for the specific groups they represent.

Top tips for organisations:
[bookmark: _Hlk118356696][image: Text

Description automatically generated]
https://ipinclusive.org.uk/wp-content/uploads/2022/11/221103-leaving-no-one-behind-top-tips-for-organisations.pdf



Top tips for individuals:
[image: Graphical user interface, text, application
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https://ipinclusive.org.uk/wp-content/uploads/2022/11/221103-leaving-no-one-behind-top-tips-for-individuals.pdf

Top tips for managers:
[image: Graphical user interface, text
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https://ipinclusive.org.uk/wp-content/uploads/2022/11/221103-leaving-no-one-behind-top-tips-for-managers.pdf 

[bookmark: _Hlk120790229]What’s for starters?
Date: 13 October 2022 
Online event post: https://ipinclusive.org.uk/events/whats-for-starters/ 
Joint event with Jonathan’s Voice about supporting mental wellbeing for early-career IP professionals.

Top tips for organisations:
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https://ipinclusive.org.uk/wp-content/uploads/2022/11/221108-whats-for-starters-top-tips-for-organisations.pdf 



Top tips for individuals:
[image: Graphical user interface, application, Teams
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	https://ipinclusive.org.uk/wp-content/uploads/2022/11/221108-whats-for-starters-top-tips-for-individuals.pdf

Top tips for managers:
[image: Text
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https://ipinclusive.org.uk/wp-content/uploads/2022/11/221108-whats-for-starters-top-tips-for-managers.pdf

Taking the long view: 
tackling the causes of stress and anxiety by managing workloads
Following on from our “What’s for starters?” event above, and the results of our 2022 mental wellbeing survey with Jonathan’s Voice[footnoteRef:1], we’ve produced some practical tips on workload management to reduce stress and other mental health problems in the workplace. See also our Lead Executive Officer Andrea Brewster’s discussion at https://ipinclusive.org.uk/newsandfeatures/mental-health-taking-the-long-view/.  [1:  See https://ipinclusive.org.uk/newsandfeatures/the-results-of-our-2022-mental-wellbeing-survey/ ] 


Top tips for organisations:
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[bookmark: _Hlk119308345]	https://ipinclusive.org.uk/wp-content/uploads/2022/11/221109-taking-the-long-view-top-tips-for-organisations.pdf 







Top tips for managers:
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[bookmark: _Hlk119308324]	https://ipinclusive.org.uk/wp-content/uploads/2022/11/221109-taking-the-long-view-top-tips-for-managers.pdf

Top tips for small businesses:
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	https://ipinclusive.org.uk/wp-content/uploads/2022/11/221109-taking-the-long-view-top-tips-for-small-businesses.pdf 


Harnessing hybrid
Date: 10 November 2022 
Online event post: https://ipinclusive.org.uk/events/harnessing-hybrid/ 
Webinar about optimising hybrid working arrangements post-Covid.

Top tips for organisations:
[image: Text
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	https://ipinclusive.org.uk/wp-content/uploads/2022/12/221201-harnessing-hybrid-top-tips-for-organisations.pdf


Top tips for individuals:
[image: Graphical user interface, text, application
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https://ipinclusive.org.uk/wp-content/uploads/2022/12/221201-harnessing-hybrid-top-tips-for-individuals.pdf

Top tips for managers:
[image: Graphical user interface, text, application
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	https://ipinclusive.org.uk/wp-content/uploads/2022/12/221201-harnessing-hybrid-top-tips-for-managers.pdf


[bookmark: _Hlk128467800]Teamwork, Trust and the post-Covid Tide
Date: 15 November 2022 
Online event post: https://ipinclusive.org.uk/events/teamwork-trust-and-the-post-covid-tide/ 
Joint event with Focal Point Training, looking at team members’ expectations and effective working relationships in the post-Covid world.

Top tips:
[Only one set for this topic, since the exchanging of expectations is good practice between everyone who needs to work together in an organisation] 

[image: Graphical user interface, text, application
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	https://ipinclusive.org.uk/wp-content/uploads/2022/12/221215-teamwork-trust-post-covid-tide-top-tips.pdf 


(Office) space: the final frontier?
Date: 30 January 2023 
Online event post: https://ipinclusive.org.uk/events/office-space-the-final-frontier/ 
Webinar about reshaping workspaces to optimise inclusion, cohesion and efficiency in the wake of the Covid-19 lockdowns.

[bookmark: _Hlk128468081]Top tips:
[image: Table

Description automatically generated with medium confidence]
	https://ipinclusive.org.uk/wp-content/uploads/2023/02/230227-workspace-design-top-tips.pdf


Associated opportunities and considerations:
[image: Diagram
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https://ipinclusive.org.uk/wp-content/uploads/2023/02/230227-workspace-design-opportunities-considerations.pdf 
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IP Inclusive: Inclusivity Unlocked! Leaving No-one Behind: Top Tips for Organisations

Leaving no-one behind: making workplaces and working arrangements more inclusive

Here are a few things your organisation can do to help make your workplace more inclusive...
Keep accessibility at the forefront of office design. Consider

(\Encourage genuine connections
gender neutral toilets, quiet spaces and prayer rooms.

and open dialogue so staff feel

able to express their needs. . .
Engage in active

management:
Adopt direct and open communication between senior

Speak with staff about how
they are getting on and their management and staff. This will help junior members to have
ambitions, rather than waiting the confidence to reach out to their supervisors.

to be told.

Make D&l a priority, as much as
business targets and values.

Encourage community and connection through things like
inclusivity/affinity groups, chat outlets, social groups and

When scheduling a meeting,
sports teams which are inclusive and open to all.

Track diversity data and how this - N i
relates to career progression rather than imposing a time,
use a poll so staff can express

(especially for under-represented
groups). what time works best for them.
U Maintain flexibility, even if there are policies. We all
Use staff engagement to gather demonstrated flexibility and collaboration during the pandemic,
b so let’s continue this.

ideas and input. \)
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IP Inclusive: Inclusivity Unlocked! Leaving No-one Behind: Top Tips for Individuals

Leaving no-one behind: making workplaces and working arrangements more inclusive

Here are a few things you can do on a personal level to help make your workplace more inclusive...

<<§Check in with your colleagues.

Contribute to an open, safe and
comfortable working
environment.

/A

Self-advocate:

Maximise your ability to do
your job.

Don'’t be afraid to express your
needs.

Become an ally — take an interest
in others’ groups and educate
yourself.

Take active steps to increase
your visibility.

O

Champion others and celebrate

their successes. \\:)

®)

Share D&l information and articles within your organisation.

Let others know about D&l webinars or arrange a meeting
room to view a relevant webinar and invite others to join you,
which can start and facilitate conversations.

Give yourself permission to take time to join communities and
be involved.

Slow down and be kind to yourself — it will benefit you and your

@ team.
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IP Inclusive: Inclusivity Unlocked! Leaving No-one Behind: Top Tips for Managers

Leaving no-one behind: making workplaces and working arrangements more inclusive

Here are a few things you can do as a manager to help make your workplace more inclusive...

<\ /\ Contribute to an open, safe and comfortable working

Demonstrate trust. environment.

Be pro-active in relation to

your staff and your
workplace:
Check-in with your team often.

Engage in open dialogues in
iich evewone.feels elifiziio Slow down and be kind to yourself — it will benefit you and
Establish genuine connections — express their needs. your team.
make your team feel valued.
Keep discussions ongoing.

-)u_
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IP Inclusive: Inclusivity Unlocked! What's for Starters?: Top Tips for Organisations

What’s for starters?: supporting junior team members’ mental health

Here are a few things your organisation can do to help support junior team members’ mental health...

Help new starters to find their
place in your organisation.

i\

Myth: Organisations can either
support wellbeing or increase

productivity.
Facilitate peer support networks

and social groups. Reality: High stress levels

negatively impact productivity.
Investing in wellbeing could

lead to healthier and more
productive employees.

N

Offer mentoring and buddy
schemes.

Teach time and workload

management skKills. \)

)

Facilitate exam preparation:
Encourage students to take exams at their own pace.

Allow for exam preparation during working hours and reduce
the daily workload accordingly.

Provide more study leave.

Everyone benefits from a student’s success!

Provide ways for trainees to reach out for help and for
trainers to be held accountable for providing it.

Ensure that employees know who they can turn to and that
they can ask anything - there are no silly questions.
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IP Inclusive: Inclusivity Unlocked! What's for Starters?: Top Tips for Individuals

What’s for starters?: supporting junior team members’ mental health

Here are a few things you can do on a personal level to help support junior team members’ mental health ...

)

C\ Be supportive and encourage

others. Participate in peer support networks and social groups.

Be willing to talk about mental

health issues. Share and model that: Help new starters to find their place in your organisation.

It's OK to not be OK.
Taking time for your mental

wellbeing is not selfish or Participate in mentoring and buddy schemes.
shameful.

Offer to go for a coffee or a walk
with a junior colleague, to provide
an opportunity for informal chat.

U Be open — consider sharing failures as well as successes.
Check in regularly to ask if junior

colleagues are OK. \J b
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IP Inclusive: Inclusivity Unlocked! What's for Starters?: Top Tips for Managers

What’s for starters?: supporting junior team members’ mental health

Here are a few things you can do as a manager to help support junior team members’ mental health ...

Be willing to talk about mental
health issues.

Read the Jonathan’s Voice Guide
for Senior Leaders.

Actively include trainees working
remotely on client calls and
meetings.

Learn the skKills to be an effective
manager and trainer.

Take responsibility for the
wellbeing of your team:

Offer a daily opportunity to
check-in and ask questions.

Monitor their workload,
particularly if they receive work
from more than one person.

Consider whether billing
targets are helpful.

Encourage honest conversations to establish what works best
for you and trainee / team.
Facilitate exam preparation:
Encourage students to take exams at their own pace.

Allow for exam preparation during working hours and reduce
the daily workload accordingly.

Provide more study leave.
Everyone benefits from a student’s success!

Ensure that your team know who they can turn to and that
they can ask anything - there are no silly questions.
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IP Inclusive: Inclusivity Unlocked! Taking the Long View: Top Tips for Organisations

Taking the long view: tackling the causes of stress and anxiety

Here are a few things your organisation can do to help tackle the causes of stress and anxiety...

(\ Create a framework in which

everyone has someone they can

turn to for help — someone they
trust.

Ensure that senior staff are role
modelling the behaviours you
want: managing their own
workloads realistically and
collaboratively and
acknowledging when they need
help.

No one should be dismissed as
“lightweight” or “difficult” for
admitting they’re overwhelmed.

)

(7

Do these things at all levels
and for all roles.

If paralegals and support staff
are stressed, that’s also bad
for team productivity and
morale.

N

®)

Create a culture where people can — and do — speak out if
they’re struggling. Let them know they don’t need to reach
crisis point before they do.

Ensure people are heard when they do speak out, and their
problems addressed with practical, pressure-relieving
changes.

For trainees:

Consider reducing their regular workload and scheduling
more time for exam-focused activities, both within the working
week and through private study days.

You may find they become competent and productive more
quickly with the pressure relieved.
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IP Inclusive: Inclusivity Unlocked! Taking the Long View: Top Tips for Managers

Taking the long view: tackling the causes of stress and anxiety by managing workloads

Here are a few things you can do as a manager to help tackle the causes of stress and anxiety...

Someone senior needs to know
who’s doing what.

Team leaders must both set, and .
accept, realistic targets. Managlng

workloads properly

within departments

Know when to say “no” — or at or teams
least “not right now” or “not in

that way”.

Don’t over-stretch people.

Establish contingency plans, so that when someone needs to
step back, someone else can step in to cover.

Make sure at least two people are roughly familiar with each
case, or at least with each client.

Team leaders need to understand how much and what type of
work each team member can reasonably take — this will be
different for everyone, and change with time.

Ensure regular communication within teams, with the aim of
watching one another’s backs for the greater good.
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IP Inclusive: Inclusivity Unlocked! Taking the Long View: Top Tips for Small Businesses

Taking the long view: tackling the causes of stress and anxiety

Here are a few things you can do as a small business leader to help tackle the causes of stress and anxiety...

Ensure regular communication,
with the aim of watching one
another’s backs for the greater
good.

Set and accept realistic targets.

Know when to say “no” — or at
least “not right now” or “not in
that way”.

Don'’t over-stretch people.

/7

Establish contingency plans:

...so that when someone does
speak out, you can address
their problems with practical,
pressure-relieving changes.

If no one within your business
could step in, find someone
you could turn to in another

organisation, who you'd trust to
do the right thing by your
clients if you needed to take
time off.

N

Role model the behaviours you want: /7
= Manage your own workload realistically and collaboratively.
= Acknowledge when you need help.

Create a culture where people can — and do — speak out if
they’re struggling. Let them know they don’t need to reach
crisis point before they do.

Understand how much and what type of work each team
member can reasonably take — this will be different for
everyone and change with time.

No one should be dismissed as “lightweight” or “difficult” for
admitting they’re overwhelmed.

<
I
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IP Inclusive: Inclusivity Unlocked! Harnessing Hybrid: Top Tips for Organisations

Harnessing hybrid: making hybrid working arrangements more inclusive

Here are a few things your organisation can do to help make your hybrid working more inclusive...

Listen to ideas and input from your VN ) L .
staff before and during your move to Invest in your managers: Spend time to get the basl(.:s right: the IT infrastructure and
hybrid working. physical space.
Make sure they have the
training to support their staff in

Listen to feedback from your staff r
new ways of working.

as the transformation happens -
don't be afraid to respond and make
changes as you go.

Staff may need training on new software and hardware, and

Make sure your managers are guidance by example on new cultural norms.

on board so they can lead by
example and share the vision

Gather feedback from your clients through all levels of the Hot-desking can encourage new cross-team collaborations
too: flexible times and locations organisation. and spontaneous conversations. Also consider some staff
may prefer their own desk and quieter enclosed spaces.

may suit them better.
Ensure managers share the

message that virtual presence

. ) I 8 e vl
Remember flexibility can come in all isas varelzsn::c’; ysical Have support in place for those who are struggling with the
shapes and sizes: let people think p . change or with their work-life balance. Consider Mental Health
abodut whhat W::k 'tshd‘mfe best where Action Plans, wellbeing days and mentorship programmes.
and when rather than focussing on
set days in the office and at home. O
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IP Inclusive: Inclusivity Unlocked! Harnessing Hybrid: Top Tips for Individuals

Harnessing hybrid: making hybrid working arrangements more inclusive

Here are a few things you can do on a personal level to help make your hybrid working more inclusive...

Ask for he!p. if you need i,t', Look Keep the needs of the business at the front of your mind.
out for training opportunities or m What work is best done at home, and what is
mental health support. m best done in the office?

Keep in touch:

If you are coping well, see if a Pick up the phone and have a
friend or colleague needs help. chat with a colleague as you
would over the water cooler in Feedback to your manager and organisation what is working
the office. Even if it is not well and what could be improved.
. business-related, an idea could
Slow do_wn_and be kind to spark, or someone who's
yourself — it will benefit you and struggling could be touched.
your team.

Be honest with your manager about what works for you.

O Working arrangements can include the physical space in the

Be aware of what everyone in office as well as hours and locations.

your team is doing, whether they
are at home or in the office.
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IP Inclusive: Inclusivity Unlocked! Harnessing Hybrid: Top Tips for Managers

Harnessing hybrid: making hybrid working arrangements more inclusive

Here are a few things you can do as a manager to help make your hybrid working more inclusive...

Empower your people with
choice, and trust them to make
the right decisions for themselves
and the company.

Offer training in new soft and
hardware to all, so those who
need it don't feel singled out.

Keep in touch with your team,

and keep them in touch with each

other. Consider using an app or
messaging service to create
“water cooler moments” of
spontaneous conversation.

Lead by example:

Demonstrate good hybrid working,
choosing the appropriate place for
the work you are doing.

Demonstrate a good work-life
balance.

Demonstrate new cultural norms -

it's ok to call people at home, and

it's ok to say I'm not working at this
time.

Demonstrate that virtual presence
is as valid as physical presence.

Listen to what your staff want - some may prefer the office,
whilst some may prefer working weekends. Be as flexible as
the business needs allow.

Don't be afraid to make changes if things aren’t working. The
move to hybrid working is a transformative process.

Watch out for and challenge the Proximity Bias, which occurs
when people notice the contributions of those they are
working physically close to more than the contributions of
those working remotely.
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IP Inclusive: Inclusivity Unlocked! Teamwork, Trust and the post-Covid Tide: Top Tips

Sharing expectations to make working relationships more effective

Everyone is happier when they know what is expected of them, and others know what they expect

Have face-to-face discussions as
body language and eye contact
can contribute to better
understanding.

Be specific: “support” or
“opportunities” can look very
different to different people.

You can exchange expectations
on day one to start a relationship
right, but also when roles
change, or even to help with
tricky conversations.

Share your expectations:

Sit down with your colleague and
have an open discussion about
what you expect of them and what
they expect of you.

Plan a time to meet that gives
everyone a chance to prepare.

Discuss your expectations: be
specific, be open, listen.

Agree on what has been said and
write it down so both parties can
refer back to it.

Keep meeting to review as roles
and people change over time

Expectations can shift as people settle into a role, so keep
having regular reviews.

These discussion can be peer to peer, manager to employee
or between team members.

Some expectations may be unrealistic: use the opportunity to
explain why something doesn’t work and people may find it
easier to accept.
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IP Inclusive: Inclusivity Unlocked! Workspace Design: Top Tips for Making your Workspace More Inclusive

Workspace design: making your workspace more inclusive

Here are a few things your organisation can do to help make your workspace more inclusive...

A range of working environments F\

(eg quiet rooms, open plan, etc). Challenge and go beyond the
requirements for accessibility.

Collaborative spaces that Consider what can be done to
encourage community and make everyone feel included.
connection.

Make all spaces accessible to
all users.

Prayer / meditation room.

Think about physical
capabilities such as core
strength and manual dexterity
in the context of types of doors,
light switches, taps and bins.

) N%

Gender-neutral toilets.

For neurodiverse individuals, control over the working q
environment can be important:

Lighting

» UselEDs.

» Avoid reflective surfaces and visual distractions.

+ Provide well-designed signage and clear walkways.

Noise — design spaces for their acoustics; use soft
furnishings, baffles, etc to minimise sound bleeding.

Touch — use tactile, comfortable, natural materials.

Smell - think about the relative placement of food preparation
zones and work zones.
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IP Inclusive: Inclusivity Unlocked! Workspace Design: Top Tips — Opportunities and Considerations

Workspace design: opportunities and considerations

Here are some of the benefits and a few things to consider when planning a new workspace design...

@ )

Opportunities: Considerations: Clarify the culture and values of the organisation — what do

you want the design to bring to life?
Reflect and embed the culture of /\

your organisation. Culture change can be hard.
Staff and client engagement — ask what’s working and what’s

not. Invite suggestions.

Allow and encourage different
ways of working. Encourage use of the new space
as intended and new ways of
working by leading by example. Use trial periods of working in different ways as a safe space
to experiment before committing to a design.
Encourage staff to be in the
office.

Update HR policies to ensure
they complement new ways of
working.

Consider IT infrastructure from the start — how does
technology enable your company and what are the behaviours

\\_/ around using technology?
O &

Encourage inclusivity.
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IPINCLUSIVE

Working for diversity and inclusion in IP
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