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Introduction Letter

Dear Team,

Creating an inclusive and supportive workplace is essential for the
success and well-being of every employee. This toolkit has been
developed to help our organization better understand autism and

implement practical strategies that foster a welcoming environment for
autistic employees and those with sensory sensitivities.

By embracing inclusive practices, we not only comply with legal and
ethical standards but also benefit from the unique strengths,
perspectives, and talents that neurodiverse individuals bring to our team.
Inclusion is an ongoing journey that requires commitment, openness,
and continuous learning.

This toolkit provides guidance on recruitment, onboarding, workplace
adjustments, communication, and more. It is designed to be a practical
resource for managers, HR professionals, and all staff members.
Everyone plays a role in building a culture where every employee feels
valued, respected, and empowered to contribute.

Thank you for your dedication to making our workplace more inclusive
and supportive for all.

Sincerely,

Mindscape Leadership Team
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Understanding Autism in the Workplace

Autism is a lifelong neurodevelopmental difference that influences how
individuals perceive the world, communicate, and interact with others.
Each autistic person is unique, with their own strengths, preferences,
and support needs. With appropriate understanding and reasonable
adjustments, autistic employees can thrive and make valuable

contributions in the workplace.

Misconception Fact

Autistic individuals are Many autistic people excel in a wide range of
unable to work or be roles and industries, often demonstrating high
successful in professional levels of competence and dedication.

environments.

Autistic people do not While social interaction may be experienced
want to interact with differently, many autistic employees value
colleagues or be part of a connection and collaboration, often preferring

team. clear and direct communication.

All autistic people have theAutism is a spectrum, and each individual has
same abilities and distinct strengths, talents, and support needs.

challenges.

Autistic employees cannot With clear communication and appropriate
adapt to change or support, many autistic individuals can

workplace demands. manage change and perform effectively.
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Myth Busting: Common Misconceptions vs. FactsBenefits of

Hiring Autistic Employees

Diverse Perspectives: Autistic employees often bring innovative
ideas and unique problem-solving approaches, enriching team
creativity and decision-making.

Attention to Detail: Many autistic individuals excel at tasks
requiring accuracy, consistency, and thoroughness.

Reliability and Integrity: Autistic employees are frequently
recognized for their honesty, punctuality, and strong work ethic.
Specialized Skills: Some autistic people possess exceptional
abilities in areas such as data analysis, pattern recognition,
technology, or creative arts.

Inclusive Culture: Employing autistic individuals fosters a more
inclusive, respectful, and adaptable workplace, benefiting all staff

and enhancing organizational reputation.

Creating an environment that values neurodiversity not only supports

autistic employees but also drives innovation, productivity, and a positive

workplace culture for everyone.



Recruitment and Onboarding: Inclusive Practices
Inclusive Job Advert Checklist

[ ] Use clear, straightforward language; avoid jargon and
unnecessary requirements

e [] Focus on essential skills and responsibilities
e [] State that neurodiverse and disabled candidates are

encouraged to apply

e [] List only qualifications and experience truly required for the role
e [] Describe the work environment and any flexible arrangements

available
[ ] Outline the recruitment process, including any assessments or
interviews

e [ ] Offer alternative ways to apply (e.g., online, email, in-person)
e [] Provide contact details for candidates to request adjustments or

support

[ ] Avoid phrases like “excellent communication skills” unless
essential

[ 1 Highlight commitment to diversity, equity, and inclusion

Interview Tips for Inclusive Recruitment

Share interview format and questions in advance when possible
Use clear, direct questions; avoid hypothetical or abstract
scenarios

e Allow written or visual responses if preferred
e Offer extra time for processing and answering questions
e Minimize distractions and sensory triggers in the interview

environment

Allow candidates to bring a support person or use assistive
technology

Focus on skills and experience relevant to the job, not social style
Be patient with pauses or differences in communication

Provide breaks if the interview is long

Ask about any adjustments needed for the interview process

Onboarding Plan Template



Step

Welcome and

Introduction

Workplace Tour

Role Overview

Schedule

Overview

Details Responsibl Date/Tim

e e

Greet new employee, introduce to team, Manager/H

provide orientation pack R

Show key areas (workstation, Manager/Bu

restrooms, break areas, quiet spaces) ddy

Review job description, daily tasks, and Manager

expectations

Share work hours, break times, and key Manager

meetings

IT and EquipmentSet up computer, phone, access cards, |IT/Manager

Setup

Policies and

Procedures

Support and

Adjustments

Assign
Buddy/Mentor

Check-ins
Scheduled

assistive tech if needed

Review workplace policies, health & HR

safety, inclusion policies

Discuss any adjustments or supports  Manager/H
needed R

Introduce workplace buddy or mentor Manager

for ongoing support

Set up regular check-ins (e.g., after 1  Manager

week, 1 month)
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Feedback and  Provide ways to give feedback and ask Manager/H

Questions questions R

This template can be adapted to suit individual needs and roles. Regular
communication and flexibility are key to a successful onboarding

experience.



Reasonable Adjustments: Practical Examples

Pick and Choose Menu for Managers

AdjustmentExamples of Adjustments

Area

Work * Quiet workspace or noise-cancelling headphonese Flexible
Environmen lighting (e.g., desk lamp, dimmer switch)s Option to use
t sensory aids (fidget tools, sunglasses)- Clear signage and

uncluttered workspace

Communica « Written instructions and checklistse Visual aids or
tion diagramse Extra time to process informatione Direct,

unambiguous language

Work * Flexible start/finish timese Option for remote or hybrid
Patterns worke Regular breakse Predictable routines and advance

notice of changes

Meetings & < Agendas shared in advancee* Option to attend virtually.
Social Permission to opt out of non-essential social eventse Clear

expectations for participation

Support & + Assign a workplace buddy or mentore Autism awareness
Training training for teame Regular check-ins with managere Access

to Employee Assistance Programs

Visual 1-Page Guide for Managers
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Reasonable Adjustments: Quick Reference

1. Environment

e Quiet area

e Flexible lighting

e Sensory aids allowed
2. Communication

e Written/visual instructions
e Clear, direct language
e Extra processing time

3. Work Patterns

e Flexible hours

e Remote work options
e Regular breaks
Predictable routines
4. Meetings & Social

e Agendas in advance

e Virtual attendance

e Opt-out of social events
5. Support

e Workplace buddy

e Autism training

e Regular check-ins
How to Use:

e Discuss options with the employee

e Offer adjustments based on individual needs

e Review regularly and adapt as needed
Goal:

Enable every employee to perform at their best by removing

unnecessary barriers.



Workplace Environment

Sensory Checklist

[ ] Quiet work areas available

[ ] Adjustable lighting (dimmer switches, desk lamps)

[ ] Minimal background noise or noise-cancelling headphones
provided

[ ] Option to use sensory aids (fidget tools, sunglasses)
[ ] Clear, uncluttered signage and pathways

[ ] Access to natural light or ability to control blinds

[ ] Fragrance-free or low-odor policies

[ ] Temperature control options

[ ] Flexible seating arrangements

[ ] Visual schedules or cues for routines

Break Space Ideas

e Comfortable seating (soft chairs, beanbags)

Low lighting or adjustable lamps

Quiet zone with minimal distractions

Access to calming activities (puzzles, coloring books, sensory
objects)

Plants or nature-themed décor

Sound machine or soft background music (optional)

Clear rules for use (e.g., no phone calls, quiet voices)

Space for movement or stretching

Water, tea, or healthy snacks available

Visual timer to help manage break duration



Communications Do’s and Don’ts Poster
Effective Workplace Communication

Do Don’t

Use clear, direct language Use vague or ambiguous instructions
Provide written and verbal Rely only on spoken instructions
information

Give advance notice of changes Make last-minute changes without

explanation

Allow extra time for responses Rush or interrupt

Check for understanding Assume instructions are clear
Encourage questions Discourage clarification

Use visual aids or examples Rely solely on text or speech
Respect communication Force one-size-fits-all methods
preferences

Clear, respectful communication helps everyone succeed.



Communication and Management

Simple Guide to Giving Feedback

1. Be Specific
Describe exactly what the feedback is about.
Example: “Your report was detailed and submitted on time.”
2. Be Timely
Give feedback soon after the event or behavior.
3. Be Constructive
Focus on actions and results, not personal traits.
Example: “Next time, please use the updated template for your
report.”
4. Balance Positive and Improvement Points
Acknowledge strengths as well as areas for growth.
5. Offer Support
Ask if any help or resources are needed.
Example: “Is there anything you need to make this task easier?”
Templates for Clear Written Instructions

Template 1: Step-by-Step Task List

e Task: [Describe the task]
e Deadline: [Date/Time]
e Steps:
1. [First step]
2. [Second step]
3. [Third step]
e Resources: [Links, files, contacts]
e Who to contact with questions: [Name/Email]
Template 2: Email Instruction Example

Subject: [Task Name] Instructions
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Hello [Name],

Please complete the following task:

e What to do: [Brief description]
e When it's due: [Date/Time]
e Steps to follow:
1. [Step 1]
2. [Step 2]
e Attachments: [List any files]
e If you have questions, contact [Name/Email].
Thank you.
Flowchart: What to Do If Someone Seems Overwhelmed

flowchart TD A[Notice signs of overwhelm<br>(e.g., distress, withdrawal,
agitation)] --> B{ls the person safe?} B -- No --> C[Ensure immediate
safety<br>(move to quiet area, call for help if needed)] B -- Yes -->
D[Offer a quiet space or break] D --> E[Ask if support or adjustments are
needed] E --> F{Can the person communicate needs?} F -- Yes -->
GJ[Listen and provide requested support] F -- No --> H[Allow time and
space<br>Check in later] G --> I[[Review workload or
environment<br>Make adjustments if needed] H --> | | --> J[Follow up
after situation<br>Offer ongoing support]

Key Steps:

Notice signs of overwhelm

Ensure safety

Offer a quiet space or break

Ask about support needs

Listen and adjust as needed

Follow up and provide ongoing support



Career Development

Supporting Growth and Training

Offer a variety of training formats (in-person, online, written, visual)
to suit different learning preferences

Provide clear learning objectives and step-by-step instructions
Allow extra time for training completion if needed

Encourage employees to identify their own development goals
Schedule regular check-ins to discuss progress and address
challenges

Make reasonable adjustments for training environments (quiet
spaces, assistive technology)

Share information about internal and external courses, workshops,
and conferences

Recognize and celebrate achievements and milestones

Mentoring Ideas

Pair employees with mentors based on shared interests or career
goals

Offer both formal (scheduled meetings) and informal (casual
check-ins) mentoring options

Encourage mentors to use clear, direct communication and provide
written summaries of discussions

e Set clear expectations for both mentors and mentees
e Provide training for mentors on neurodiversity and inclusive

practices
Allow mentees to set the agenda for meetings and choose topics
they want to discuss
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e Facilitate group mentoring sessions or peer support networks
e Regularly review mentoring relationships to ensure they are
beneficial

Inclusive Appraisal Template

Section Details
Employee Name
Role/Department

Review Period

Strengths and List specific examples of what the employee has

Achievements done well.

Development Areas ldentify areas for growth, using clear and

constructive language.

Support and Note any adjustments or resources that have
Adjustments helped, or could help, the employee succeed.
Training and List agreed-upon goals and preferred learning

Development Goals methods.



Feedback from Provide space for the employee to share their own

Employee feedback and suggestions.
Next Steps and Outline agreed actions, support needed, and
Follow-Up schedule for next review.

Tips for Inclusive Appraisals:

Use clear, specific examples

Focus on actions and outcomes, not personal traits
Allow written or verbal feedback

Give advance notice of appraisal meetings and topics
Offer breaks during longer discussions

Encourage open dialogue and questions



Legal Overview: Equality Act 2010 and Reasonable
Adjustments

The Equality Act 2010 is UK legislation that protects individuals from
discrimination in the workplace and wider society. It covers several
protected characteristics, including disability. Autism is recognised as a
disability under the Act if it has a substantial and long-term impact on
daily life.
Employers have a legal duty to make reasonable adjustments for
disabled employees. Reasonable adjustments are changes to the
workplace, job role, or working practices that remove barriers and enable
disabled employees to perform their job effectively. Examples include
flexible working hours, providing assistive technology, or adapting
recruitment processes.
Failure to make reasonable adjustments can be considered unlawful
discrimination.
Further Guidance:
ACAS: acas.org.uk
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National Autistic Society: autism.org.uk

UK Government Guidance: gov.uk/guidance/equality-act-2010-guidance

Resources & Support

Local Autism Organisation Contact
[Insert Local Autism Organisation Name]

Phone: [Insert Phone Number]
Email: [Insert Email Address]
Website: [Insert Website URL]
Address: [Insert Address]

Free Training Links

e ACAS Autism in the Workplace Guidance:
acas.org.uk/autism-in-the-workplace

e National Autistic Society Training: autism.org.uk/training

e UK Government Disability Confident Scheme:
gov.uk/government/collections/disability-confident-campaign

Templates & Worksheets
Individual Workplace Support Plan Form

Section Details

Employee Name



Job Title/Department

Manager/Supervisor

Date

Preferred Communication Methods

Strengths and Skills

Areas Where Support is Needed

Reasonable Adjustments Agreed

Assistive Technology/Equipment

Work Patterns/Flexible Arrangements

Support Contacts (HR, Buddy, etc.)

Review Date

Employee Comments

Manager Comments

Recruitment Checklist Form

Step Completed
(v 1Xx)

Job advert uses clear, inclusive language

Notes



Essential criteria only listed

Application process accessible (alternative

formats)

Adjustments offered for interviews

Interview questions shared in advance

Interview environment accessible

Feedback provided to all candidates

Onboarding plan includes reasonable

adjustments

Sensory Environment Audit Sheet

Area

Workstations

Workstations

Workstations

Break areas

Break areas

Sensory Factor Current StatusAction Needed

Noise levels

Lighting (natural/artificial)

Clutter/visual distractions

Quiet space available

Comfortable seating

Meeting rooms Temperature control



General Fragrance/odour

General Access to sensory aids

General Clear signage

Poster: How to Support Autistic Employees
How to Support Autistic Employees

Use clear, direct communication

Provide written instructions and visual aids

Offer flexible work patterns and breaks

Make reasonable adjustments to the environment
Share agendas and expectations in advance
Allow extra time for processing and responses
Encourage feedback and questions

Assign a workplace buddy or mentor

Respect individual preferences and needs

Foster an inclusive, supportive culture

Inclusion benefits everyone. Small changes make a big difference.



	Introduction Letter 
	Understanding Autism in the Workplace 
	 
	Myth Busting: Common Misconceptions vs. FactsBenefits of Hiring Autistic Employees 

	Recruitment and Onboarding: Inclusive Practices 
	Inclusive Job Advert Checklist 
	Interview Tips for Inclusive Recruitment 
	Onboarding Plan Template 

	Reasonable Adjustments: Practical Examples 
	Pick and Choose Menu for Managers 
	Visual 1-Page Guide for Managers 

	Workplace Environment 
	Sensory Checklist 
	Break Space Ideas 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Communications Do’s and Don’ts Poster 

	Communication and Management 
	Simple Guide to Giving Feedback 
	Templates for Clear Written Instructions 
	Flowchart: What to Do If Someone Seems Overwhelmed 

	Career Development 
	Supporting Growth and Training 
	Mentoring Ideas 
	 
	 
	 
	 
	 
	 
	Inclusive Appraisal Template 

	Legal Overview: Equality Act 2010 and Reasonable Adjustments 
	Resources & Support 
	Local Autism Organisation Contact 
	Free Training Links 

	Templates & Worksheets 
	Individual Workplace Support Plan Form 
	Recruitment Checklist Form 
	Sensory Environment Audit Sheet 

	Poster: How to Support Autistic Employees 

