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a quick-reference resource



No matter what form your communications take, it is important to 
share information in a clear, concise, and direct manner to support a 
diverse audience. ​For example, some common challenges that 
neurodivergent individuals may face include:​
​
•	 Processing complex sentence structures​
•	 Focusing for extended periods of time​
•	 Decoding communication nuances​
•	 Challenges in phonological processing and working memory​
​
Inclusive communication is about sharing ideas in a way that 
recognises and accommodates different people’s communication 
preferences. By varying the format of your communications, you can 
help to support individuals who process information differently. ​
​
We have included some dos and don’ts to think about when you are 
communicating with your organisation. ​
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•	 Run it past the audience you want included and see what they 
think.

•	 Include flexibility with processing time – it may take individuals 
longer to process and action information depending on the 
information format.

•	 Embed clear deadlines, reminders and prompts into your 
communications.

Other things to think about:

Grammarly Text-to-Speech AI Bionic Reading 
Converter

Open Dyslexic Helperbird BR for You

Otter.ai MS Teams 
(Live Captions) Lucid Chart

MS Teams 
(Q&A) Dragon

Neurodiversity Design 
System​

Dos and don’ts on designing 
for accessibility | Gov.UK ​

DWP Accessibility Manual ​

Dyslexia Style Guide 2023

Learn more here:

https://www.grammarly.com/professionals
https://cloud.google.com/text-to-speech?utm_source=bing&utm_medium=cpc&utm_campaign=emea-gb-all-en-dr-skws-all-all-trial-e-gcp-1605140&utm_content=text-ad-none-any-dev_c-cre_-adgp_Hybrid+%7C+SKWS+-+EXA+%7C+Txt+~+AI+%26+ML+~+Text-to-Speech%23v5-kwid_43700077268144176-kwd-76553812769263:loc-188-userloc_131717&utm_term=kw_text%20to%20speech%20online%20free-net_o-plac_&&gclid=a6e8adac0e7c102330e6c8039a79b2b4&gclsrc=3p.ds&
https://bionicscript.com
https://opendyslexic.org
https://www.helperbird.com
https://bionic-reading.com
https://otter.ai/?utm_term=1113693&utm_medium=tracking_link&utm_source=affiliate&utm_content=reviewerblog&irclickid=TuT2-ES8XxyNUoOT1ZWgY2HUUkHznqztGVoQVk0&irgwc=1
https://support.microsoft.com/en-gb/office/use-live-captions-in-microsoft-teams-meetings-4be2d304-f675-4b57-8347-cbd000a21260
https://www.lucidchart.com/pages/landing/mind-map-software?utm_source=bing&utm_medium=cpc&utm_campaign=_chart_en_tier1_desktop_search_strategic-tier2_exact_&km_CPC_CampaignId=687670532&km_CPC_AdGroupID=1238051112953788&km_CPC_Keyword=mind%20mapping%20software&km_CPC_MatchType=e&km_CPC_ExtensionID=%7bextensionid%7d&km_CPC_Network=o&km_CPC_AdPosition=&km_CPC_Creative=&km_CPC_TargetID=kwd-77378474438048:loc-188&km_CPC_Country=131717&km_CPC_Device=c&km_CPC_placement=&km_CPC_target=&mkt_query=mind%20mapping%20software&msclkid=34d68d20178219238a53e88f883ec73f
https://support.microsoft.com/en-gb/office/q-a-in-microsoft-teams-meetings-f3c84c72-57c3-4b6d-aea5-67b11face787
https://www.nuance.com/dragon/business-solutions/dragon-professional.html
https://neurodiversity.design
https://neurodiversity.design
https://accessibility.blog.gov.uk/2016/09/02/dos-and-donts-on-designing-for-accessibility/
https://accessibility.blog.gov.uk/2016/09/02/dos-and-donts-on-designing-for-accessibility/
https://accessibility-manual.dwp.gov.uk/
https://cdn.bdadyslexia.org.uk/uploads/documents/Advice/style-guide/BDA-Style-Guide-2023.pdf?v=1680514568
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formatting do

don’t
use clear sans-serif 
fonts such as: 

	» Helvetica
	» Courier

	» Arial use fonts with distracting 
features or fonts that are 

both lights and thin such as: 
	» The serif hand light
	» Speak Pro Light

	» Baguet Script
	» Vijaya

Use font size 12 and above use font sizes smaller than 12

Use bold for emphasis use underlining or italics

Use 1.5 line-spacing condense large amounts of text within a document to 
fit more information on one page

Use clear headings and bullet points Use large paragraphs of text without clear headings

Left align text, without justification Use justified text

Define all abbreviations, initialisms and acronyms Use abbreviations, initialisms or acronyms without 
definitions

Use an off-white or pastel background to reduce glare Use background patterns or pictures

Make sure all written documents are screen reader-
compatible Provide written documents in only one format

Publish in HTML format wherever possible so that the 
documents use your users’ custom browser settings

Include contents pages for longer documents to aid 
navigation

do don’t
written content
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formatting do

don’t
keep video content 
simple & clear

have a design that is too busy 
and distracting

Make sure the video supports transcripts, subtitles and 
audio descriptions Only rely on verbal communication

Break down videos into short segments Use autoplay

Ensure all controls are clearly labelled for assistive 
technology and can be operated with a keyboard e.g. 
volume, play and pause

Use poor-quality visuals

Where applicable make sure the video progress can be 
saved and returned to later e.g. training courses

Use visuals that are completely unrelated to what you 
are communicating

Use clear, high-quality visuals

Use visuals that communicate or relate to what is being 
communicated

Include alt text and image descriptions for all visuals

do don’t

video & visual content
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formatting do

don’t
provide an agenda in 

advance

have questions or discussions 
without allowing people to 

prepare in advanceSchedule meetings into calendars Invite people into meetings last minute or call without 
warning

Follow up with a written overview of the meeting 
highlighting key points and next steps

Expect everyone to be able to listen, contribute and 
take notes at once

Where appropriate, record Teams or Zoom meetings 
and share with the group

Expect everyone to rely on their short-term or long-
term memory

Provide a key point of contact following the meeting for 
questions and concerns

Expect people to reach out without knowing who the 
appropriate key contact is

Inform participants to share thoughts and ideas in the 
format they feel most comfortable with e.g. prior to the 
meeting via email, via Teams Chat function, verbally or 
post-meeting via Teams message 

Expect people to share information in the same way 
that you do

do don’t
meetings
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auticon is a social enterprise with the mission to address the 

inequalities in employment for neurodivergent adults.

auticon

@auticon_uk

@auticon-ltd

auticon.com/uk

To find out more about our work visit us online or on your preferred 

social media:

https://www.facebook.com/auticonUK
https://twitter.com/auticon_UK
https://www.youtube.com/@auticon_uk
https://www.instagram.com/auticon_uk/
https://www.linkedin.com/company/auticon-ltd
https://auticon.com/uk/

