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Practical Guidelines for Promoting Gender Diversity and
Inclusivity at EMA Events

Officer: Dr. Nuala Caffrey, UCD Dublin, Ireland ¢ equity@magnetism.eu

Purpose: These guidelines are designed to assist conference organizers in promoting diversity and
inclusivity throughout the planning, execution, and post-event evaluation of conferences of the
European Magnetism Association (EMA). The less diverse or inclusive our community is, the heavier
the reliance on stereotypes and implicit biases toward marginalized groups will be, the greater the
harassment those groups will face, and the more likely they will be to leave STEM (science, technology,
engineering, and math) fields. This has important implications for how scientific knowledge is shared
and used, limiting science’s potential for impact. [Dutt 2018, 500WS].

Conference Chairs & Co-Chairs — Governance & Committee Setup

Pre-conference governance, committee structuring, framework vision, policy approvals.

¢ Form a Diverse Committee — Ensure that the conference organizing committee itself is
diverse in terms of gender, race, ethnicity, age, seniority, topical expertise, geography, disability
status, and other relevant dimensions. This helps bring diverse perspectives to the planning
process.

e Offer Unconscious Bias & Ethics Training — Offer “unconscious bias”, harassment, and ethics
training materials to committee members and conference organizers.

¢ Avoid "Housekeeping" Role Traps — Avoid assigning “housekeeping” roles only to women or
other individuals from underrepresented groups.

e Leverage Positions of Power & Vocal Allyship — Men in positions of power (conference
organiser, programme committee chairs, etc) should be prepared to play an important and
vocal role in achieving a diverse and inclusive event, as people are more likely to accept and act
on information communicated by someone from a similar background (affinity bias).

e Set the Vision and Goals of Diversity and Inclusion — Set the vision and goals of diversity and
inclusion for the conference: e.g., a gender distribution of speakers that is representative of the
general community, the participation of people from diverse ethnicities among the organizers,
speakers, and attendees, or participation from key geographic regions.

e Communicate Goals for Diversity and Inclusivity — Create a clear equality and diversity
statement specifically for the event and make it easily accessible. Ensure all inclusivity and
accessibility information is available to potential participants before the conference.

¢ Appoint a Gender Diversity Champion — Appoint a Gender and Diversity Officer or Champion
within the committee to oversee diversity-related goals and actions.

¢ Decide on the Format (Remote Accessibility) — The option to attend meetings remotely
provides career benefits to parents, carers, people with disabilities and others facing barriers to
travel. Outlining best-practice for hybrid meetings is beyond the scope of this document, but
there are many other resources available, e.g., here.
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Conference Chairs & Co-Chairs — Post-Conference Evaluation & Analytics

Deploy Diversity-Focused Feedback Metrics — If a post-conference survey is planned, collect
feedback specifically on diversity and inclusion. Include questions about the perceived
inclusivity of the environment, representation in the speaker lineup, and any experiences of
bias or discrimination. Publicize the findings. Use the feedback to continuously improve
diversity practices in future conferences. Set new goals and adjust strategies as needed based
on what has been learned.

Data Disaggregation Principles — Disaggregate feedback data by gender and other relevant
demographics to understand different experiences and identify areas for improvement.

Track & Publicly Share Diversity of Speakers — Share the outcomes of diversity efforts and
feedback with participants. This could include publishing the gender breakdown of speakers
and attendees, and a summary of diversity-related feedback and actions taken. If there has
been a lack of diversity, publicly admit it and pledge to do better.

Program Co-Chairs & Symposia Chairs

Plenary, keynote and invited speaker selections, abstract submission structures, and presentation/moderation monitoring.

Establish Diversity Goals — Set clear, measurable targets (note - not quotas) for gender
diversity among plenary, keynote and invited speakers, panelists, session chairs, and other
visible roles. Ensure everyone involved in planning is aware of these goals. % CRITICAL NOTE:
Remember that merit and privilege/compounded advantage are entangled. If the same
speakers are invited year in year out because of merit you artificially generate merit and do a
disservice to the community.

Active Recruitment Framework — Actively seek out and invite qualified speakers from
underrepresented genders and other diverse backgrounds. Be prepared for the fact that men’s
names will come more readily to mind. Reach beyond the conference organizers’ own
networks. Consider using databases or networks specifically aimed at promoting diverse
experts. Ask colleagues to suggest speakers from diverse backgrounds. Don’t dismiss potential
speakers based on quick impressions (to overcome implicit bias). Remember that invitations do
not translate directly to acceptances (women turn down more invitations than men due to
caring duties).

Structure the Submission Review Process — Implement a blind review process, or otherwise
structure the submission process so that the speaker's gender is not immediately evident, to
minimize unconscious bias. If not possible, remind the selection committee regularly about
diversity priorities.

Encourage Diverse Topical Sessions — Propose and encourage session topics that highlight
diversity in physics, such as sessions on gender equity, inclusivity in STEM, and the intersection
of physics with other social issues. Encourage senior leadership to attend (unless
inappropriate).

Training and Awareness for Chairs — Provide training on unconscious bias and inclusive
practices for all session chairs, moderators, and organizers. This can include tips on how to
manage diverse discussions and ensure equitable participation.
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e Active Role and Execution of Session Chairs and Moderators — Ensure that moderators /

chairs are trained on how to actively manage speaking times. The chair should repeat or
rephrase questions from the audience if necessary to ensure no issues occur due to English not
being a person’s native language. All chairs should be carefully briefed on their important role
in giving everyone an equal opportunity to contribute. Ensure questions are taken from a
diversity of audience members (gender / career-stage / ethnicity). Monologues should be
discouraged in panel discussions and space created for less vocal panelists to contribute.
People from historically underrepresented groups, or those who are early career should not be
consistently asked to speak last. % CRITICAL NOTE: The First-Question Paradigm Shift: Men are
more likely to ask questions during a Q&A. However, it has been consistently shown that if a
Chair takes the first question from a woman or a junior scientist, other women or junior
scientists in the audience feel encouraged to participate. Ask all chairs to follow this practice.
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 Digital Electronic Question Formats — For sessions predicted to attract a large audience,
especially those held in a hybrid manner, provide a means to raise questions (anonymously or
not) electronically, through e.g., a phone app such as Slido.

* Designated Networking Opportunities — Organize networking sessions specifically designed to
support underrepresented groups, such as women in physics meetups or diversity luncheons.

¢ Mentorship Frameworks for Early-Career Researchers — Facilitate mentorship programs or
networking sessions where early-career attendees can connect with more experienced
professionals, (which may or may not focus on women and underrepresented groups), e.g.,
“Lunch with the Experts” is a popular way to connect established scientists with up-and-coming
researchers.

Local Organizing Committee — Venue Facilities & Physical Logistics

e Family-Friendly Policies & Childcare Support — Travel logistics can be extremely difficult and
stressful for parents of young children. Offer financial support / bursaries for childcare expenses
to ensure parents can participate fully. Other options could be to provide on-site childcare or a
list of childcare options in the local area. (Financial support is usually more popular). Ask during
registration how many people would make use of childcare services or grants. E.g. “Would you
be interested in a grant to cover childcare or on-site childcare services? (yes/no) Which option
would be most beneficial for you?”

* Dedicated Nursing / Pumping Room Infrastructure — Many women return to work whilst still
nursing young children. A nursing / pumping room should be available if required. The room
should provide privacy (locking door), a table and chair, an accessible power outlet, close
proximity to a sink and, ideally, access to a fridge to store expressed milk. If you are not familiar
with what is required, ask for first-hand suggestions of how to make conference welcoming for
nursing mothers.

e Registration Forms and Accessibility Needs — Ask registrants if they have any additional
accessibility needs at the time of registration, e.g., “Please let us know if you have any specific
accessibility needs or require any accommodations to participate fully in the event.”

¢ Foreground Physical Space Accessibility Concerns — Foreground accessibility concerns when
selecting where the event will take place. Ensure all event space is accessible for individuals
with disabilities (e.g., ramp / elevator). This includes rooms for coffee breaks, networks and
meals. Ensure accessible toilets are available and their location is advertised.
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Audio Logistics & Microphone Mandates — Large rooms should have an appropriate sound
system. Session chairs should insist that the microphone is used (even if the speaker thinks
their voice is loud enough).

Poster Session Physical Seating Availability — Ensure chairs are available where attendees are
expected to stand for long periods (e.g., poster sessions).

Restroom Inclusivity & Honorific Titles — Include gender-neutral restrooms if possible. If this is
not possible, consider temporarily re-labelling some toilets as gender neutral. Clearly designate
single-user locking restrooms as “all gender” or “gender neutral”. If titles are collected at
registration, include the gender-neutral ‘Mx’ as an option.

Real-Time Captioning Technologies — Use real-time captioning for presentations if possible.
(Test with a variety of accents beforehand).

Quiet Space Provision — Make a small additional room available that can be used as quiet
space, e.g., for prayers, and make its availability known.

Food, Drinks & Allergen Transparency — If you are providing a buffet lunch, ensure that
dishes/ingredients, or at least allergens, are clearly labelled. If food is not provided, create a list
of restaurants close to the venue that provide vegetarian, vegan, kosher, gluten-free food, or
other options. Offer alcohol-free alternatives for drinks receptions.

Religious Accommodations for Ramadan Observers — Attendees observing Ramadan will fast
from sunrise to sunset. During this period, no food or drink will be consumed during daytime. If
breakfast and dinners are provided at the conference, if possible, make arrangements for these
attendees to eat at a later or earlier time, or discount the ticket price to allow them to make
their own eating arrangements.

Inclusive Social Event Coordination & Safe Travels — Avoiding social opportunities because of
unsafe circumstances means missing scientific discussions and networking opportunities, which
has real professional consequences. Some people may not feel safe traveling alone in a new
environment. Consider providing a list of recommended taxi companies, designate a local
organiser to lead people back to their accommodation after evening events at specific times, or
create a system that allows attendees to buddy-up. Networking events should be scheduled
throughout the day and not only in the evenings to ensure all can participate. Ensure that not
all social gatherings are alcohol or bar-centred.

Ticket Pricing Modifications & Unbundling Options — Minimize unnecessary financial barriers
to attendance or networking, particularly for historically underrepresented groups. If prices
remain high, unbundle the ticket so that people can opt-out of certain aspects (gala dinner,
entertainment).

Targeted Diversity Funding Allocations — Allocate funds specifically to support diversity
initiatives, such as scholarships for underrepresented groups or travel grants for women and
non-binary speakers.

Local Organizing Committee — Code of Conduct, Safety & Compliance

¢ Opening Conference Statements & Code of Conduct — Those who open the conference

should make a statement about the conference’s efforts towards equality, diversity and
inclusivity and highlight the Code of Conduct, including who to contact if there is a violation.
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e Establish and Promote a Code of Conduct — Clearly communicate a code of conduct that
promotes respect, inclusivity, and zero tolerance for harassment or discrimination. Ensure that
all participants, including organizers, speakers, and attendees, are aware of and agree to
adhere to this code. Include a tick-box at registration that confirms the attendee has read it and
agrees to abide by it. Ensure it is easily accessible on the conference website. Reference it on
the printed schedule as a reminder.

¢ Redundant Infrastructure Reporting Mechanisms — Ensure there is a clear process for
reporting incidents of discrimination or harassment. Provide more than one way to report an
incident - e.g., an online form (see below), an email address, or a dedicated person. Make sure
this process is clearly communicated with the attendees. Access to these reports should be
strictly limited.

¢ Anonymous Secure Submission Frameworks — Establish anonymous reporting mechanisms
for participants to report any issues related to discrimination or harassment. E.g., see an
example here of a Google Doc form developed by the REACH Conference, or here for another.
Set-up the form in such as way that both the victim of an incident and a witness can report an
incident.

e Response Team Training Loop — Have a designated response team available to address any
incidents swiftly and confidentially. At least one person should be trained on how to respond
(collecting the report, knowing what the policy is, etc). Training can be found here.
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References and Source Materials

reachwater.org.uk

Creating inclusive conferences for academics with caring responsibilities

Ten simple rules to host an inclusive conference

Addressing the underrepresentation of women in mathematics conferences

Discover Cookbook

How to Respond to Code of Conduct Reports

500 Women Scientists

St. Andrew's Guidelines for organizing a diverse conference & In a Nutshell
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