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INCLUSIVE 
COMMUNICATION 
CHECKLIST  
WHY THIS TOOL MATTERS? 

Inclusive communication means ensuring that as many people as possible understand, 

participate, and feel involved. It improves the experience for everyone. When you 

choose clearer words, readable colours, and accessible formats, you’re creating a 

space where no one feels excluded or “out of place”. This tool helps you quickly check 

whether what you are creating (a post, a presentation, a video, or a project) genuinely 

works for different audiences, not just for people who are similar to you. 

HOW TO USE IT? 

You can use this checklist whenever you prepare any type of content (text, 

slides, graphics, video): 

Step-by-step 

1. Create your draft (text, image, or presentation). 

2. Go through the checklist point by point. For each item, ask yourself: 

- “Am I including or accidentally excluding someone?”  

- “Do I use gender-neutral forms?”  

- “Do I refer respectfully to people with disabilities?” 

- “Do I use plain language, and simple phrases to reach out to people with 

lower language skills?” 
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- “Do I use graphics/icons supporting understanding?” 

3. Note what works and what needs improvement. 

4. Make a quick revision to apply the changes. 

5. (If possible) ask for feedback from someone who thinks differently 

from you or has different needs. 

6. Share the final version, keeping in mind that accessibility is an ongoing 

process, not a final goal. 
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