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Guidance notes:
Using the inclusive
agenda template

For anyone designing meetings with inclusion and clarity in mind.

This guidance note supports the use of the Neurodiversity in Planning inclusive
agenda template. It explains what to include in each section, and why, to help you design
meetings that are clearer, more inclusive, and more supportive of different ways of thinking,
communicating, and participating.

While the template draws on principles that particularly support neurodivergent people,
these practices are helpful for everyone. They can reduce anxiety, increase engagement,
and help create a more thoughtful and productive meeting experience.

Why it matters

Many neurodivergent people benefit from:

Clear expectations around participation
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Each section of the template is explained below with tips and examples.

Include: N

& Meeting title

& Date and time (include time zones if needed)

& Location (Teams/Zoom link, or in-person address) and accessibility if needed
& Name of Facilitator (and attendees if required)

@ Support contact: for accessibility needs/questions

Why: This allows people to prepare practically and emotionally. Knowing who to contact if they
need adjustments is especially important for neurodivergent participants.

Before the meeting: N

Use this section to set expectations in advance.
Examples:

e "“You can join 5 minutes early to settle in.”
e “Cameras optional”
e “No pressure to speak. Chat input welcome.”

Why: This helps people feel safe and respected. It reduces anxiety about “doing the meeting
wrong”.

Agenda items table: N

& Time: Use exact time slots. Consider building in breaks and pacing.

& Topic: Keep it short and clear.

& Purpose: Briefly explain why you're covering this.

& Format: Will this be a discussion, a presentation, group work? Clarify what's expected.
@ Notes: Add anything helpful - quiet time, trigger warnings, camera/mic instructions, etc.

Why: Neurodivergent people often find it easier to engage when they know what's coming and
what’s expected of them. Clarity around purpose also helps with attention and relevance.

Accessibility Reminders: N
Include a brief statement at the end of your agenda like:
» “You're welcome to fidget, stim, doodle or take breaks.”

» “Speaking is always optional - we value written input too.”
» "“You can leave and rejoin as needed.”

Why: This signal psychological safety and avoids unspoken rules that can cause anxiety or self-
consciousness.
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Optional extras

« Visual timelines or colour coding for agenda items (e.g., purple = discussion, green =
presentation)

« Add sensory/environment info for in-person meetings (e.g. “room is brightly lit”,
“headphones available”)

o Let people know you'll be recording/transcribing and sharing notes after the
meeting, so they don't need to write everything down and can be present in the
moment.

Final tips

@ Share the agenda as soon as possible - at least 24 hours in advance.

@ Avoid last-minute changes unless absolutely necessary.

© Ifusing presentation slides, keep them minimal and uncluttered.

© Avoid idioms and vague language. Use plain, direct language on the agenda
and in meetings (e.g. say ‘you have two minutes left’ instead of ‘time’s ticking’).

© Ifthere are actions, communicate them clearly verbally and in writing in the
format: what, by when, and why.

@ Make priorities clear and avoid vague or open-ended asks.

If you have any questions,
please get in touch by
dropping us a direct
message on Linkedin, or
by emailing us.

(@) e :
M hello@neurodiversityinplanning.co.uk

@ Neurodiversity in Planning



https://www.linkedin.com/company/neurodiversityinplanning/

