
Inclusive 
Language 
Tips



Recommendations for inclusive language in 
your team and individual communications. 
Please note this list is non-exhaustive, and your 
People Ops team can assist you with inclusive 
messaging if requested. 

1. Avoid acronyms, jargons, idioms, and 
colloquialisms: Using acronyms without 
explaining them is common in all organizations 
today, but consider your industry newbies or ESL 
(English as a second language) individuals who 
may not understand. Create a company glossary 
in which you define commonly used acronyms 
and terms within your organization. We plan to 
include this in a new hire toolkit at Emplify. Also 
keep in mind that idioms (“it’s raining cats and 
dogs”) and colloquialisms (“pop” vs. “soda” vs. 
“coke”) most likely do not make sense to ESL 
individuals and/or individuals that come from a 
different region.
 
2. Be mindful when using any term related to 
mental health: Sometimes you’ll hear a colleague 
share, “Sorry I need so much detail, I’m OCD.” 
Using terms like “ADHD,” “OCD,”  “Addicted to X”  
to label a negative behavior can infer a negative 
connotation regarding mental health conditions.  
Unfortunately this is very common even in jest, 
but as we work to eliminate the stigma regarding 
mental health diagnoses and treatment, avoiding 
this language is critical to inclusion.

Ask individuals for their pronoun: Asking an 
individual you meet for the first time for pronoun 
they prefer is acceptable and encouraged. 
Individuals may prefer to be referred to as “they” 
or another pronoun rather than “he” or “she.”  
 

You can find a list of pronouns here. Also 
consider including your preferred pronouns 
in your signature, such as “Gabby VanAlstine, 
she/her/hers,” to encourage others to use your 
preferred pronoun.

3. Use gender neutral language: Referring to 
a mixed gender group as “guys” is one of the 
most embedded habits in organizational culture 
today, but eradicating it must start immediately. 
It is recommended to avoid all gender labeling 
language in meetings and directives as it is most 
likely not a relevant factor in the conversation 
and can alienate individuals or groups. Likewise, 
it is a best inclusion practice to avoid gender 
coded language in job descriptions and job 
advertisements as well. Research indicates using 
words and phrases like “ninjas,” “crush it,” sports 
analogies, etc., in job advertisements results 
in less individuals who identify as female from 
applying for those roles. Textio is a language 
platform that offers great content regarding 
gender-coded language, you can sign up for their 
newsletter and/or webinars. 

Use language centered around people. A best 
practice would be to avoid labeling altogether. 
Instead of labeling groups as just “females,” 
“LGBTQ+,” “transgenders,” etc., use “our female 
employees” or “our transgendered Emplifiers.” 
By just using the label, you take the focus off of 
people and place it on the label. Using a people-
centric approach acknowledges intersectionality 
and is more inclusive. 
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4. Understand the difference between sexual 
orientation and gender identity and gender 
expression: Educate yourself regarding the 
difference, and then ensure intentionality with 
your language. For example, LGBT is NOT the 
opposite of straight, as transgendered individuals 
can be any sexual orientation. Understanding the 
dynamics of orientation/attraction, identity, and 
expression and non-binary can be complicated. 
Remember it’s okay to acknowledge what you 
don’t know, but find the answer, engage in active 
development and dialogue about it,  and work 
towards being intentional regarding language 
moving forward. 

5. Be inclusive in regards to belief systems: 
Company values will differ, but consider using 
inclusive/non-prescriptive language about faith 
so you are not prescriptive regarding belief 
systems. For example, consider “Please send 
positive thoughts and vibes” or even “Please 
send positive thoughts and/or prayers” in 
communications with other individuals. Belief 
systems are also intertwined with many national 
holidays, so don’t assume individuals celebrate 
every holiday by asking, “What are your plans for 
the 4th?” Instead, you can ask, “Do you celebrate 
the 4th of July?” Even better, ask, “How are you 
planning on spending your long weekend?” (Side 
note for another document, but be mindful of 
other belief systems and the holidays your team 
celebrates and how that may affect them in 
their need for flexibility at work. You may have 
an individual observing Ramadan right now that 
needs additional flexibility for prayer throughout 
the day. Perhaps they cannot enjoy the catered 
lunch your company provides during their 

observation, but you can offer to pack it up for 
them so they can eat it later.)

6. Educate yourself on slang: Unfortunately, you 
may be using offensive language without even 
knowing it as many slang terms have negative 
connotations and inferences from centuries ago. 
For example, the term “grandfather in” actually 
refers to a term from the 1800’s that described a 
way to prevent black Americans from voting. The 
term “ghetto” was originated in Nazi Germany 
to describe areas of town in which Jewish 
individuals lived, and then carried on to label low 
socio-economic status areas. The term “lame” 
originated as a label for those with physical 
impairments. “Peanut gallery” actually originated 
from the 1920’s time period in which the area 
people of color often sat only in the back of the 
theater. “Gypped,” “down the river,” and many 
common phrases we use have ethnic and/or 
racially charged origins. Try to learn more about 
the terms we often use and replace them with 
more intentional, inclusive language. On the next 
page is a non-exhaustive list, but we’d love to 
hear if you have more:
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Instead of... Try...

Grandfathered Legacy or original agreement

Ladies/Gals/Guys/Dudes Team, People, Group, Everyone

Minority Ensure the accuracy of this term, as you may be referring to 
underrepresented groups that are NOT actually the “minority” 
statistically. 

Disability A more appropriate term could be condition or impairment. 
Disability is labeling someone as having an inability to do 
something. They may have a condition, or perhaps they have 
an impairment, but that does not mean it prevents them from 
doing something. 

Peanut Gallery Limited stakeholders, those not affected/impacted directly, 
those not facilitating right now

Dad/Mom Parent or caregiver

Husband/wife Spouse or partner

Dark horse Unlikely candidate

Blind spot Block, deficiency
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