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Important note 

This resource is intended to support understanding and good practice in neuro-inclusive workplace 
design. It provides general guidance and does not constitute legal, medical, or clinical advice. 
Organisations should apply the principles in line with their own policies, regulatory obligations, and 
professional judgement. 
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Instant messaging platforms are powerful… and one of the largest hidden sources 
of cognitive load in modern workplaces. 

Without clear norms, Slack: 

 creates false urgency 
 fragments attention 
 penalises delayed processing 
 rewards performative responsiveness 
 increases burnout and error 

Clear channel norms turn Slack from a stress amplifier into a functional 
coordination tool. 

 

Purpose of Slack channel norms 

These norms exist to: 

 reduce interruption and overload 
 protect focus and regulation 
 prevent misinterpretation of silence 
 improve decision quality 
 support asynchronous-first working 
 create consistent expectations across teams 

Slack should support work, not compete with it. 

 

Core principles (non-negotiable) 

1. Slack is asynchronous by default 
2. Urgency must be explicit 
3. Channels have a clear function 
4. Silence is not disengagement 
5. Focus time is protected 

If everything is urgent, nothing is. 

 

Channel types & required norms 

1. Announcement Channels (e.g. #announcements) 

Purpose: One-way information sharing. 
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Norms 

 Posting restricted to named roles 
 No expectation of reply 
 Reactions optional 
 Follow-up questions moved to another channel 

Use for 

 organisational updates 
 policy changes 
 deadlines and dates 

 

2. Team Channels (e.g. #team-marketing) 

Purpose: Coordination and shared visibility. 

Norms 

 No expectation of immediate response 
 Tag only when action is required 
 One topic per thread 
 Summarise decisions clearly 

Avoid 

 real-time problem-solving pressure 
 multiple topics in one message 

 

3. Project Channels (e.g. #project-x) 

Purpose: Task-specific collaboration. 

Norms 

 Clear project owner named 
 Decisions documented in-thread 
 Use threads for discussion 
 Close loops explicitly (“Decision made: ___”) 

Expectation 

 Responses within agreed time window (e.g. 24–48 hours) 
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4. Support / Help Channels (e.g. #help-it) 

Purpose: Requests for assistance. 

Norms 

 Requests clearly labelled 
 No assumption of instant help 
 If urgent, escalate via agreed route 

Template 

“Request: ___ 
Deadline: ___ 
Urgency: low / medium / high” 

 

5. Social / Culture Channels (e.g. #random) 

Purpose: Optional connection. 

Norms 

 Entirely optional 
 No work requests 
 No expectation to participate 

Silence here must never be interpreted as disengagement. 

 

Message-level norms (this matters most) 

Explicit urgency markers 

Use one of the following at the start of messages: 

 [FYI]… no action required 
 [Non-urgent]… respond when able 
 [Time-sensitive – date]… respond by a stated time 
 [Urgent – today]… requires same-day attention 

Do not rely on tone, emojis, or platform choice to convey urgency. 

 

Tagging rules 
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 @channel used sparingly and only for genuine urgency 
 @name used only when action is required 
 Avoid tagging for visibility alone 

Over-tagging creates alert fatigue and disengagement. 

 

Threading is mandatory 

 New topic = new thread 
 Replies stay in thread 
 Decisions summarised at end of thread 

This reduces cognitive load and information loss. 

 

Response-time expectations (set once, use 
everywhere) 

Organisations should define standard expectations, e.g.: 

 Same day: urgent only 
 24–48 hours: standard 
 No response expected outside working hours 

Managers must model this behaviour. 

 

Focus & availability norms 

 “Do Not Disturb” status is respected 
 No pressure to explain silence 
 No negative inference from delayed responses 
 No expectation to monitor Slack continuously 

Visibility ≠ productivity. 

 

What Slack should not be used for 

Avoid using Slack for: 

 performance management 
 emotionally charged feedback 
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 conflict resolution 
 complex decision-making without written context 
 last-minute demands 

These require structured, protected communication. 

 

Manager responsibilities (critical) 

Managers must: 

 reinforce asynchronous norms 
 avoid praising instant replies 
 protect staff who respond later 
 challenge urgency culture 
 redirect misuse of channels 

If leaders ignore norms, the system fails. 

 

Common failure modes to avoid 

 “It’s just a quick message” culture 
 DM’ing instead of using channels (loss of visibility + pressure) 
 Treating Slack availability as engagement 
 Using emojis to soften unclear demands 
 Escalating silence instead of clarifying expectations 

 

Indicators Slack norms are working 

Organisations typically see: 

 fewer interruptions 
 reduced stress and burnout 
 clearer decisions 
 improved documentation 
 more inclusive participation 
 less conflict escalation 

These are system improvements, not behaviour changes. 

 

Policy-ready wording (example) 
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“Slack is an asynchronous communication tool. Immediate responses are not 
expected unless urgency is explicitly stated. Managers are responsible for modelling 
appropriate use and protecting staff from unnecessary interruption.” 

 

Final workplace framing 

Slack norms are not about politeness. 

They are about protecting attention, accuracy, and capacity. 

Clear norms reduce burnout, improve performance, and make communication safer 
for everyone… especially neurodivergent staff. 

This is good organisational design. 

 


