
Time Topic  Purpose Format  Notes  

0:00 – 0:10 Welcome Orientation 
Optional intro
round 

Light start 

0:10 – 0:20 Agenda overview Set expectations Presentation
Questions
welcome in chat

0:20 – 0:40 Item 1: [Topic]
e.g. Review design
framework

Group discussion
Can use
Jamboard/chat

0:40 – 0:45 Break Recharge Silent break
Stretch, move
etc.

0:45 – 1:00  Item 2: [Topic]
 [e.g. Planning next
steps]

Optional sharing
Written input
encouraged

1:00 – 1:05
  

Summary & actions Capture key outcomes
Recap + shared
doc

Link to notes
sent after 

1:05 – 1:10
Optional feedback /
check-out

Sense of closure Chat

Inclusive
Agenda Example

Meeting Agenda: [Project Title]
Location: [e.g., Teams link / Room name]

Before the Meeting:
Join 5 minutes early if you’d like to settle in or check tech.
You are welcome to keep your camera off or move/stretch during the session.
Any pre-reading/materials: [link or attachment]
[Optional if in person] Sensory Notes: (e.g., "Low lighting room", "Quiet corner available")

Facilitator: [Name]
Support contact:  [Name + contact]

Date: [insert date] Time: [start-end]

Agenda

Accessibility Reminders
Feel free to stim, fidget, or engage in your own way
No pressure to speak - chat or written input is equally valid
You can leave and rejoin any time - just drop a note in a chat if you want


