Meetings

What is it for?

Meetings are part of most workdays, and there are many ways to make them fully
accessible and inclusive. This helps everyone, but it can be especially impactful for:

¢ Neurodivergent people
e People with anxiety
¢ People with learning disabilities

How to support it

Start with an inclusive meeting invite, such as this inclusive meeting_invite template.

Ask attendees whether they have any accessibility requirements, and let them know
which accessibility features are available during the meeting. Give all the details
about the meeting up front. This gives people time to prepare, read anything they
need to, and understand what is being asked of them. Say whether it's a remote,
hybrid, or in-person meeting, and whether the meeting will be recorded or not.

Some other things you can consider are:

¢ Give a short visual description of yourself for anyone who might be visually
impaired. This is especially important for any meetings that will be recorded
for future use

e Let everyone know your pronouns (you can also add them to your display
name)

¢ Shorten your meetings by 5-10 minutes, to avoid anyone having no gaps
between meetings

¢ Allow for people to move, doodle, fidget or stand during the meeting

¢ Let your attendees know that they can turn on closed captions or the meeting
transcript (this is often hidden under 'More' in the meeting controls)

¢ Include breaks for meetings longer than an hour

Useful links

e University of Reading: Accessible meetings

e Top tips for hosting_accessible and inclusive online events
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https://abiharrisonnye.dev/inclusion-toolkit/meeting-invite-template
https://www.reading.ac.uk/digital-accessibility/resources/accessible-meetings
https://accessibility.blog.gov.uk/2025/04/04/top-tips-for-hosting-accessible-and-inclusive-online-events/

e Accessibility tips for inclusive Microsoft Teams meetings and live events
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https://support.microsoft.com/en-gb/office/accessibility-tips-for-inclusive-microsoft-teams-meetings-and-live-events-fa0cb694-0fcd-4019-b67c-8270ea4e0c54
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