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Copilot and Accessibility 
Overview
This guide explains how Microsoft 365 Copilot can support staff who are neurodivergent, have a disability or a health condition. It is split into two parts:
 
· Part 1 covers practical ways Copilot can reduce barriers by making everyday tasks more accessible, with suggested prompts to try alongside other Microsoft 365 tools.
· Part 2 covers how Copilot works with assistive technology, how you can use Copilot to help create more accessible content, and further resources.
 
The tips throughout are also useful for anyone managing a heavy workload, finding it hard to concentrate, or struggling with written communication on a particular day.

Part 1: how Copilot can help by task
✍ Writing and communication
Putting thoughts into words clearly and professionally takes time and mental energy. Whether you are starting from scratch or refining a draft, Copilot can help you get to a polished result more quickly.
Copilot can help with: 
· Drafting an email or document from brief notes or bullet points
· Improving the tone, clarity or grammar of something you have already written
· Generating different versions of the same message for different audiences
· Rewriting content to be more concise without losing meaning
	Example prompt:
I have written some rough notes below. Please turn these into a professional email to my team, keeping the tone approachable and clear. Notes: [paste your notes]



🧠 Managing information and reducing cognitive load
Keeping on top of a high volume of information can be overwhelming. Copilot can help you cut through the volume and identify what actually needs your attention.
Copilot can help with: 
· Summarising a long email thread into the key points and any actions needed
· Condensing a long document into a short paragraph or bullet list
· Identifying what needs your attention and what can wait
· Breaking a complex task or document into a simple step-by-step list
	Example prompt:
Summarise this email thread in plain language. List any actions I need to take, who is responsible for each, and the deadline if mentioned.



📋 Participating in and following up on meetings
Dividing your attention between listening, contributing, and taking notes at the same time can be difficult. Copilot can handle the capture side so you can focus on the conversation.
Copilot can help with:
· Getting a summary of a meeting you attended or missed in Teams
· Identifying the key decisions and action items from a meeting transcript
· Asking what was said about a specific topic without reading the full transcript
· Drafting a follow-up email based on the meeting recap
	Example prompt:
From today's Teams meeting recap, summarise the three most important decisions made and list all action items, including who owns each one.



📌Planning, prioritising and getting started
Getting started is often the hardest part, especially when a task feels large or unclear. Copilot can help you break work down into manageable steps and decide where to begin.
Copilot can help with: 
· Pasting a list of tasks and ask Copilot to suggest a priority order
· Breaking a large piece of work into smaller, manageable steps
· Drafting an agenda or structure before you begin writing
· Identifying what information you need before you can start a task
	Example prompt:
Here is everything on my to-do list today: [paste list]. Can you suggest which I should prioritise, and break the most complex task into smaller steps I can tackle one at a time?



📖 Reading and understanding complex content
Dense, technical, or jargon-heavy documents can take significant time and effort to work through. Copilot can simplify and explain content so you can get to what matters without having to read everything in full.
Copilot can help with: 
· Explaining a document or policy in plain language 
· Defining technical terms or jargon in a document 
· Simplifying complex content at a specific reading level
· Translating content into another language
	Example prompt:
Please read this document and explain it to me as if I have no specialist knowledge of the subject. Use short sentences and plain language. Highlight anything I need to act on.



💬 Tone and social communication
Getting the tone right for a professional message can be genuinely difficult. Copilot can review what you have written and suggest adjustments to make it land the way you intend.

Copilot can help with: 
· Reviewing an email you have drafted and suggest tone improvements
· Rewriting a message to sound more formal, more empathetic, or less blunt
· Explaining how your message might come across to the recipient
· Asking for alternative phrasings for a difficult conversation
	Example prompt:
Please review this email I have drafted. Tell me how the tone comes across and suggest any changes that would make it sound more approachable and professional without losing the key message.



Part 2: accessibility standards and tools
	🖥 Using Copilot with assistive technology
Copilot is designed to work alongside the accessibility tools already available in Windows and Microsoft 365.
 
Copilot works with:
· Screen readers such as Narrator and JAWS
· Keyboard-only navigation
· High-contrast display modes
· Voice access tools
· Immersive Reader and Read Aloud in Microsoft 365
· Dictation features
· Windows and Office built-in accessibility settings
 
Copilot responses appear in standard Microsoft 365 editing surfaces, so assistive technologies interact with the output in the same way as other document content. Paired with Immersive Reader and Read Aloud, simplified or summarised Copilot output can also be easier to process for people with cognitive or learning differences.



	🖼 Creating accessible content with Copilot
Copilot can help you produce content, but it does not automatically make that content accessible. You remain responsible for reviewing output and checking it meets accessibility standards before sharing.
 
Before sharing content, check:
· Heading levels are used correctly and in order
· Colour contrast is sufficient for readability
· Alt text has been added to images and reviewed for accuracy
· Decorative images are marked as decorative rather than given alt text
· Table structure and reading order are logical
· The Accessibility Checker in Microsoft 365 has been run before sharing
	Tip for alt text: Copilot can suggest alt text for images, but always review and edit what it produces to reflect the meaningful purpose of the image. Mark purely decorative images as decorative.


Example prompt:
Please review this document and flag any accessibility issues, such as missing alt text, unclear headings, or confusing structure.



	📚 Further resources
The following resources provide additional guidance on accessibility at LSE and within Microsoft 365.
· Microsoft 365 Accessibility resources 
· Staff Disability Toolkit 



image1.png
8] Revoorces




