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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.



Sending meeting agendas in advance is one of the simplest and most effective
neuro-inclusive adjustments an organisation can make.

When agendas are shared early, meetings become:

clearer

calmer

shorter

more accurate
less performative

Agendas are not bureaucracy.
They are orientation tools.

Why advance agendas matter

Without an agenda, meetings rely on:

rapid verbal processing
improvisation under pressure
implicit power dynamics
confidence over accuracy

This disadvantages:

neurodivergent staff

people with delayed processing
quieter contributors

new joiners

anyone under stress

Advance agendas equalise access.

What “in advance” means (be explicit)

e Minimum: 24 hours before the meeting
o Preferred: 48—72 hours for complex or sensitive topics
« Same-day agendas should be treated as exceptions

If an agenda can’t be shared in advance, reconsider whether the meeting is
necessary.
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Core principles (non-negotiable)

Purpose before presence
Information before discussion
Thinking before speaking
Clarity before consensus
Permission before participation
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If people arrive already oriented, meetings work.

Required agenda elements (clarity template)
Every agenda should include:

1. Meeting purpose

Why this meeting exists.

2. What is and isn’t happening

E.g. “This is for discussion, not decisions.”
3. Topics (in order)

One topic per section.

4. Time allocation

Rough timing for each item.

5. Pre-reading (if any)

Linked, not attached.

6. Expected preparation

Think, read, comment, or nothing.

7. Decision owner (if applicable)
Who will decide, and when.

Consistency matters more than wording.
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Agenda example (copy-ready)

Purpose: Align on Q3 priorities
Not happening: No final decisions today

1. Context & constraints (10 min)
2. Options overview (15 min)
3. Questions & risks (15 min)
4. Next steps & owners (10 min)

Pre-reading: Link
Preparation: Read only
Decision: Deferred to next meeting

How agendas reduce ND burnout

Advance agendas:

lower anticipatory anxiety

reduce masking and appeasement

allow written contributions

improve regulation during meetings
prevent shutdown and post-meeting crash

They protect processing time, not comfort.

Manager responsibilities (critical)
Managers must:

send agendas with calendar invites
resist adding major topics live
honour stated purpose and timing
allow people to pass on contributions
summarise outcomes in writing

If managers ignore agendas, the system collapses.

What agendas should NOT be used for

Avoid:
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disguising performance reviews
adding “any other business” pressure
springing sensitive topics

forcing live decisions without warning
using agendas as control tools

Surprise undermines trust and accuracy.

Integrating agendas with other workplace tools

Advance agendas work best alongside:

asynchronous communication norms
Slack channel standards

Notion / Confluence documentation
visual workflows

flexible scheduling

Together, they form a predictable operating rhythm.

Indicators agendas are working

Organisations typically see:

shorter meetings

clearer decisions

increased participation
reduced follow-up confusion
fewer escalations

better use of time

These are system outcomes, not behaviour changes.

Policy-ready wording (example)

“Meeting agendas should be shared in advance wherever possible. Agendas must
clearly state purpose, topics, preparation expectations, and whether decisions will be

made. Managers are responsible for ensuring meetings are predictable and
accessible.”
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Final workplace framing

Meetings should not test who can think fastest under pressure.
They should enable collective clarity and sound decisions.
Advance agendas turn meetings from performances into work.

That is neuro-inclusive, high-performance design.
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