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Objective
To support inclusive media assets and align our creative guidelines with Cengage’s Quality Learning 
Principles and values on inclusion and diversity.

What the Term ‘Inclusivity’ Means to Us:
Our goal is to create content that makes all people in our audience feel seen, represented, and 
included. This content should reflect the diversity of Cengage’s user base through the characters in 
our animation videos as well as through the stock images, on-screen talent, and voice-over artists 
that we choose to feature. Our aim is to create animated characters that are diverse in race and eth-
nicity, gender and sexuality, age, body shape and height, physical and mental abilities, socioeconomic 
status, and cultural background. We also will provide guidelines for working with SMEs, independent 
contractors and other content creators to ensure that diversity and inclusion factor into decisions 
on the hiring of talent and the licensing of intellectual property. Reaching this goal will involve many 
complex challenges that these guidelines aim to address, while understanding that the push for 
developing inclusive media content will be an ongoing and incremental process.  

The Need and Value of Inclusivity for Learning 
Inclusion, for Cengage, is a matter of implementing quality learning design. Learners are not stan-
dardized: They come to learning settings with a vast range of identities, experiences, abilities, and 
needs. Inclusive content recognizes the full range of our learners’ diversity.  

Designing for inclusivity involves adding models of inclusive language, behavior, and attitudes, and 
using multiple and diverse examples. For this reason, Cengage integrates the Universal Design 
for Learning (UDL) framework in its design process. The comprehensive, regularly-updated UDL 
Guidelines are available on the CAST website. For additional background information, please visit 
http://udlguidelines.cast.org/. 

One way to design an inclusive learning experience is to create content that does not intentionally or 
unintentionally introduce barriers to our learners’ ability to successfully engage with the course mate-
rials. Meeting a student’s individual needs can lead not only to a greater sense of belonging but also 
to better learning outcomes.

These guidelines will cover best practices during the production process, divided into the following 
sections: Content Development, Media Production, and Content Review.

http://udlguidelines.cast.org/


Content Development
1. SME Selection

a. Inclusive Recruiting
b. Guidelines for Established SMEs and Authors

2. Script Writing
a. Script Writing Guidelines
b. Helpful Resources

Media Production
1. Casting

a. Live Action Production
b. Live Action Video Talent
c. Selecting Voice-Over Actors

2. Animation
a. Style Guidelines for Animators
b. Current Animation Offerings

3. Cover Design

4. Skin Tone Palette
a. Digital Color Palette
b. Print Color Palette

5. IP Resources

Content Review
1. How to Evaluate Content on a Case-by-Case Basis

a. Questions When Reviewing
b. Avoiding Stereotypes
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SME Selection

Inclusive Recruiting
Cengage has a diverse body of customers, and we are dedicated to partnering with a diverse body of 
content creators. Our goal is to provide high-quality, inclusive learning materials for everyone, in ways 
that educate and resonate. When sourcing and selecting SMEs and Independent Contractors, you may 
consider the unique backgrounds and experiences of candidates that may be appropriate for your  
project needs.

Guidelines for Established SMEs and Authors
We believe in the power of diversity and inclusion in order to advance the way students learn inside and 
outside the classroom—it is the reason for our existence. Our comprehensive vision of inclusivity encom-
passes the learner’s need for social belonging. Research demonstrates that students who experience 
a sense of belonging in class more successfully make meaning out of, and find relevance in, what they 
encounter in learning content.

We recognize a special responsibility to develop and deliver content that is responsive to that powerful 
need, in part by eschewing the idea of a generic student. Instead, in order to improve both the learning 
process and outcomes, our materials seek to affirm the fullness of human diversity with respect to ability, 
language, culture, gender, age, socioeconomics, and other forms of human difference that students may 
bring to the classroom.

We do more than simply acknowledge diversity—we actively strive for inclusivity in content through the 
solicitation, promotion, recruitment, valuation, and incorporation of different views and experiences. Our 
efforts center on recognizing and reducing implicit biases, being intentional in our learning design, and 
including diverse sources of scholarship and authorship.

Script Writing

Script Writing Guidelines 
Achieving Diversity and Inclusivity in script writing for media means writing and designing characters for 
historically and currently marginalized communities that are not well represented or misrepresented in 
educational video products. These include: people of color, women, trans and gender-non-conforming 

Content 
Development
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people, actors with disabilities, and other members of under-represented groups. The production pro-
cess starts with Script Writing. It is our first endeavor at establishing diverse characters and stories to 
facilitate delivery of relevant subject matter to students.

Designing Characters 
Cengage takes a learner-centric approach to content design. As such, authors need to consider their tar-
get audience. 

Our learners’ educational experiences are influenced by: 

• Invisible disabilities, including neurologically-based processing problems that affect certain areas
of learning, mental health disorders, medical conditions, and cognitive disabilities—these can be
undiagnosed, known but not self-reported, or disclosed.

• Sensory disabilities

• Physical disabilities

• Unique backgrounds, perspectives, and experiences

To learn more, and see examples of the learners who will engage with your content, read Inclusive 
Learner Personas in the Resources.   

Because Cengage’s learners are diverse, characters should represent people of different races, ethnic-
ities, religions, genders, sexual orientations, ages, body types, and physical abilities. Characters’ names 
should reflect a culturally diverse student population and a balance of male, female, and gender-neutral 
personas. Be cautious of constructing scenarios in which a character presents as a stereotype. Being 
mindful not to create characters that represent stereotypes will prevent you from making sweeping state-
ments and generalizations about any social group.  

Using Inclusive Language 
The APA provides guidelines for writing using inclusive and bias-free language. (Access here) These 
guidelines will help you create scripts that are sensitive to our learner’s diverse social, cultural, economic, 
political, and physical experiences.  

General Principles for Reducing Bias 
The following are general principles for writing about all people and their personal characteristics without 
bias: 

• Describe at the Appropriate Level of Specificity: When you refer to a person or persons, choose
words that are accurate, clear, and free from bias or prejudicial connotations. Bias, like inaccurate
or unclear language, can be a form of imprecision. For example, using “man” to refer to all human
beings is not as accurate or inclusive as using the terms “individuals,” “people,” or “persons.”

• Focus on Relevant Characteristics: Be mindful to describe only relevant characteristics.
Although it is possible to describe a person’s age, disability, gender identity, racial and ethnic iden-
tity, sexual orientation, socioeconomic status, or other characteristic without bias, it is not always
necessary to include all of this information.

Content Development Continued

https://apastyle.apa.org/style-grammar-guidelines/bias-free-language/
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• Be Appropriately Specific: Once you have determined which characteristics to describe, choose
terms that are appropriately specific. (See examples of bias-free language in the tables presented
for each group in the resources section.)

• Be Sensitive to Labels: Language changes with time, and individuals within groups sometimes
disagree about the designations they use to refer to themselves. We should make an effort
to determine what’s appropriate and respectful and refer to people as they would choose.
Consideration of label use in content is critical. Labels can dehumanize, rob people of their individ-
uality and perpetuate harmful stereotypes. Writing bias-free scripts prevents these barriers from
impacting student learning.

• Avoid False Hierarchies: Bias can be easily introduced when comparing two or more groups.
Bias occurs when authors use one group (often their own group) as the standard against which
others are judged (e.g., using citizens of the United States as the standard without specifying why
that group was chosen). Be aware that the order of social group presentation may imply that the
first-mentioned group is the norm or standard and that later-mentioned groups are abnormal or
deviant. Thus, the phrases “men and women” and “White Americans and racial minorities” subtly
reflect the perceived dominance of men and White people over other groups.

The resources contain examples of bias-free language, and links to the relevant entry from the APA bias-
free language guidelines. 

Content Development Continued
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Group Preferred Problematic

People of African Origin Black
African American (should not be used 
as an umbrella term for people of 
African ancestry worldwide)

Negro 
Afro-American 

People of Asian Origin Asian 
Asian American 
Asian Canadian

Oriental

People of European Origin White 
European American

Caucasian

Indigenous Peoples Around the World People 
Nation 
Indigenous Peoples 
Native (North) American 
First Nations

Tribe 
Indians 
Eskimo

People of Middle Eastern Origin Use the nation of origin

People of Hispanic or Latinx Ethnicity Hispanic 
Latino/Latina/Latin@/Latinx

Terms for Specific Racial or Ethnic Groups 

Resources 

Racial and Ethnic Identity 
Race refers to physical differences that groups and cultures consider socially significant. For example, 
people might identify their race as Aboriginal, African American or Black, Asian, European American or 
White, Native American, Native Hawaiian or Pacific Islander, Māori, or some other race. Ethnicity refers 
to shared cultural characteristics such as language, ancestry, practices, and beliefs. For example, people 
might identify as Latino or another ethnicity. Be clear about whether you are referring to a racial group or 
to an ethnic group. Race is a social construct that is not universal, so one must be careful not to impose 
racial labels on ethnic groups. 



8

Age Preferred

Any Person, individual

12 years and younger Infant, child, girl, boy, transgender girl, transgender boy, etc. 

13 years to 17 years Adolescent, young person, youth, young woman, young man, 
female adolescent, male adolescent, etc.

18 years and older Adult, woman, man, transgender man, trans man, etc. 

Boys and men/girls and women Males/females

Older adults Older persons, older people, older adults, older patients, older 
individuals, persons 65 years and older. Avoid seniors, senior citi-
zens, elderly, the aged, aging dependents, senile, etc.

Age
Terms for Different Age Groups 

Different terms are used for individuals of different ages, and these terms are often gendered. 

Content Development Continued

https://apastyle.apa.org/style-grammar-guidelines/bias-free-language/gender
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Socioeconomic Status
Socioeconomic status (SES) encompasses not only income but also educational attainment, occupational 
prestige, and subjective perceptions of social status and social class. 

SES Description 
Category Preferred (examples) Problematic

Legal status individuals who are undocumented, people who 
are undocumented 
undocumented people, undocumented children, 
undocumented adults 
undocumented Bulgarians 
DACA students undocumented workers 
people who lack documents required for legal 
immigration 

the undocumented 
illegal aliens 
illegal immigrants 

Income people whose incomes are below the federal pov-
erty threshold  
people whose self-reported income were in the 
lowest income bracket 

the poor 
low-class people  
poor people  

Housing Status people experiencing homelessness, youth experi-
encing homelessness people who are homeless 
people who are living in a place not meant for 
human habitation, in emergency shelter, or in tran-
sitional housing 
people without fixed, regular, or adequate night-
time residence low-income housing, low-income 
areas of the city 

the homeless 
the projects, the 
ghetto, the inner city 

Government 
Assistance

mothers who receive TANF benefits 
people who are unable to work because of a 
disability  
families whose main income is from TANF benefits 

welfare mothers  
welfare reliant 

Educational 
Attainment

people who have completed 10th grade  
people with less than a high-school education  
opportunity gap 

high-school dropouts  
achievement gap 
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Disability 
Disability is a broad term that is defined in both legal and scientific ways and encompasses physical, psy-
chological, intellectual, and socioemotional impairments. 

Group or 
Category Preferred Problematic

General person with a disability, person who has a 
disability disabled person 
person with a mental illness  
people with intellectual disabilities 
child with a congenital disability  
child with a birth impairment 
physically disabled person, person with a 
physical disability 

special needs  
physically challenged 
mentally challenged 
mentally retarded 
mentally ill  

handi-capable 

Deaf or hard-of-
hearing people 

Deaf person 
hard-of-hearing person, person who is hard-
of-hearing Deaf-Blind person*   
*Most Deaf or Deaf-Blind individuals culturally
prefer to be called Deaf or Deaf-Blind (capitalized)
rather than “hearing-impaired,” “people with hear-
ing loss,” and so forth.

person with deafness
person who is deaf
hearing-impaired person
person who is hearing 
impaired
person with hearing loss
person with deafness and 
blindness 

Blind people or 
people who are 
visually impaired 

blind person 
visually impaired person, vision-impaired 
person 
person who is blind 
person who is visually impaired, person who 
is vision impaired 

visually challenged person 
sight-challenged person  
person with blindness  

Use of pictorial 
metaphors, nega-
tivistic terms and 
slurs 

wheelchair user, person in a wheelchair 
person with AIDS 
person with a traumatic brain injury 
person with a physical disability, person with 
a mental illness 
person with alcohol use disorder, person with 
substance use disorder 

wheelchair-bound person  
AIDS victim 
brain damaged 
cripple, invalid, defective, nuts 

alcoholic, meth addict 
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Gender Versus Sex 
Gender refers to the attitudes, feelings, and behaviors that a given culture associates with a person’s 
biological sex (APA, 2012). Gender is a social construct and a social identity. Use the term “gender” when 
referring to people as social groups. Sex refers to biological sex assignment. Using “gender” instead of 
“sex” also avoids ambiguity over whether “sex” means “sexual behavior.” 

Gender Identity 
Gender identity describes an individual’s personal psychological sense of their gender. Many people 
describe gender identity as a deeply felt, inherent sense of being a boy, a man, or male; a girl, a woman, 
or female; or a nonbinary gender that may or may not correspond to a person’s sex assigned at birth, 
presumed gender based on sex assignment, or their primary or secondary sex characteristics. 

Terms That Imply Binaries 
Avoid referring to one sex or gender as the “opposite sex” or “opposite gender”; appropriate wording may 
be “another sex” or “another gender.” These phrases ignore the existence of individuals who have disor-
ders or differences of sex development or who are intersex. 

Content Development Continued

Category Preferred Problematic

Differentiation of 
gender from sex 

It was participants’ gender (whether they were 
women, men, or nonbinary), not their sexual 
orientation, that affected number of friendships. 

It was participants’ sex 
(whether they were women, 
men, or nonbinary), not their  
sexual orientation, that 
affected number of 
friendships. 

Discussion 
of humans in 
general 

people, humanity, human beings, humankind, 
human species  
staff a project, hire personnel, employ staff 
user–system interface, person–system interface, 
human–computer interface workforce, person-
nel, workers, human resources 
the search for knowledge 

man, mankind  

man a project 
man–machine interface 
manpower 

man’s search for knowledge 

Use of “males” 
and “females” as 
nouns 

men, women, boys, girls 
cisgender men, cis men, cisgender women, 
cis women, cis people, cis allies 
transgender men, trans men, transgender 
women, trans women, transgender people, 
trans people gender-fluid people, gender-non-
conforming people, gender-expansive people, 
gender-creative people, agender people, bigen-
der people, genderqueer people individuals, 
adults, children, adolescents, people, humans 

males, females 

Continued
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Category Preferred Problematic

Discussion of a 
generic person

The client is usually the best judge of the value 
of counseling. 
The client is usually the best judge of the value 
of their counseling. 
Clients are usually the best judges of the value 
of the counseling they receive. The best judge of 
counseling is usually the client.

The client is usually the best 
judge of the value of his 
counseling. 
The client is usually the best 
judge of the value of his or 
her counseling. 

Respect for 
pronouns

identified pronouns 
self-identified pronouns  

preferred pronouns

Specifying gen-
der when it is 
not relevant

doctor, physician 
nurse 

female doctor, female 
physician 
male nurse

Use of gendered 
terminology

parenting 
nurturing [or specify exact behavior] 

mothering

Use gender-neu-
tral terminology 
when available 
and appropriate

research scientists and their spouses research scientists and their 
wives

Use of gendered 
occupational 
titles

supervisor or superintendent 
postal worker or letter carrier 
homemaker 
selling ability 
flight attendant 
server 
chairperson 

foreman 
housewife 
mailman 
salesmanship 
stewardess 
waitress 
chairman 

Use of adjectives 
in a gendered 
context

cautious men and women, cautious people 
timid men and women, timid people 

cautious men and timid 
women

Parallel 
description of 
participants

women and men girls and men

Comparison of 
sexes and gen-
ders or descrip-
tions of couples 

another sex 
mixed-gender couples 

opposite sex 
opposite-gender couples 

Content Development Continued
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Helpful Resources - Click to Access

Comprehensive Cengage Inclusivity Guidelines 

Inclusive Personas 

Video Script Template 

Content Development Continued

Module/CLA Title: 

Video Title: 

Scene Overview/Setting: 

Character Descriptions (in order of appearance): 

• [Character Name -see LCoE names list], [character age], [character description – see LCoE personas list]
• [Example: Anita, Age 45, a Mexican American Biology Professor at a major US public university. Uses the pronouns she/her/hers. Advisor and

mentor to Jamal.]
• [Example: Jamal, Age 20, a junior and student of Anita’s who is seeking advising on balancing his biology research project with the demands of his

part-time job at the university. Jamal is a first-generation Egyptian immigrant who has lived in the US since childhood. Uses the pronouns
they/their/theirs.]

Narration/voiceover/dialogue Visual description Additional Notes 
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Media Production
Casting

Live Action Production
Cengage and Creative Studio are committed to ensuring that our video products represent the broad and 
diverse users of our products. This section of the guidelines addresses Diversity and Inclusivity in casting 
live action and voice talent for video production. 

Achieving Diversity and Inclusivity in media means casting actors of historically and currently marginal-
ized communities that are not well represented or misrepresented in educational video products; actors 
of color, women, trans and gender non-conforming, actors with disabilities, and other members of 
under-represented groups. Here are some examples of past live action video work that achieves D&I:



15

Live Action Video Talent
The casting process starts early – at script writing. The script typically provides Media Producers in 
Creative Studio with a list of characters needed for the video.  Creative Studio then works with an exter-
nal Casting Agency that provides actors for consideration based on characters outlined in the script 
writing process. These guidelines are relevant to, and can be shared with hiring/casting agencies, and the 
Content Team.

Casting is another opportunity to confirm that we are being diligent in ensuring our video products meet 
our D&I standards. Before sending out casting calls, the Media Producer should review the script and its 
list of characters/roles to be sure they are diverse and free from broad stereotypes. We can bring diver-
sity into a character by asking the team these questions: “Can this character/role be played by a person 
of color, an older person, someone with a disability, a woman, someone who is gender non-conforming, 
or trans, etc.” Another way to ask is, “Must this character be played by a nondisabled, white and cis-gen-
dered male, and if yes, why?”.

We can also achieve diversity by considering intersectionality when casting. Intersectionality is defined 
as the interconnected nature of social categorizations such as race, class, and gender as they apply to a 
given individual or group, regarded as creating overlapping and interdependent systems of discrimina-
tion or disadvantage. For example, “Can this character be played by a trans, older person of color?”.

In selecting the hiring team, it is important to acknowledge its own diversity or lack thereof. The team 
should be aware of where conscious and unconscious bias could occur when considering age, ethnicity/
race, gender/gender identity, national origin, sexual orientation, disability, religion, and veteran status. 
While the areas mentioned above are explicitly protected by US law, other areas where bias can occur 
should also be considered – education, marital status, socio-economic status, being a parent/caregiver, 
etc.

When sending out casting calls, be sure to be clear on the notification that if a role can be played by an 
actor of any race/ethnicity, disability, age, or gender/gender identity, that you want to review talent of all 
these backgrounds. It is helpful to be specific so that individuals can be sure they will be considered. For 
example, if casting non-gender specific or ambiguous roles, use terms like any gender identity instead 
of male or female. If the gender has to be specific, you could say female-identifying, male-identifying, or 
gender non-conforming.

The casting call should also list any information about accessibility accommodations, such as wheelchair 
accessibility, or any other accessibility accommodations.

Selecting Voice-Over Actors
Similar to casting for live onscreen talent, casting for voice over actors is informed by the script. Creative 
Studio works with an external casting agency or directly with internal resources to provide actors for con-
sideration based on characters outlined in the script.

By virtue of the medium, it is easy to perceive the diversity of characters represented on screen, voice 
actors on the other hand are not seen. Therefore, special consideration needs to be taken when hiring 
voice talent.

If a script calls for a character with a diverse background, we should make every attempt to hire someone 
with a similar background. People of the same heritage or background of the character being portrayed 

Media Production Continued
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will often have a deeper connection to that character. This connection will ideally lend to a more authen-
tic delivery of the script.  We can encourage this by defining characteristics (gender, age, background, etc.) 
of our character/role in our casting call, for example - Carmen, female-identifying, 30-year-old, Mexican 
descent, nondisabled or disabled.

We can also ask similar questions as outlined in the Video casting section above to ensure diversity and 
inclusivity are considered.

Animation

Style Guidelines for Animators
Cengage animated characters are inclusive.

They represent people of different races, ethnicities, and religions.

They can be male, female, transgender, a-sexual. They represent all ages.

Characters should have varying body types, and physical ability.

Relationships can be inter-racial, same- or opposite-sex.

Generalized descriptions of possible characters from the SMEs are encouraged and welcomed, and will 
be used as starting points for animation directors and designers.

When designers create a new character, special attention should be given to details such as:

• Cultural dress

• Facial hair

• Eye-glasses

• Head coverings and hats

• Height and girth

• Hair (color, texture, styles: cultural and fashion trends)

• Tattoos and piercings

A style guide from the Media Design team will be provided to all third-party vendors. It covers in detail 
the common specifications of all Cengage animations and will include these same guidelines on inclusive 
animated characters.

Media Production Continued
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Current Animation Offerings
Here are some examples from previous work created by the Creative Studio Media Design Team:
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Inclusive design can also include simplified characters that are representative of people in general with-
out specific identifying characteristics. They can be abstract or even faceless, enabling the viewer to more 
easily relate to a character or situation.

Characters will be assessed by the Pod before a series begins with the review of concept art or the style 
guide.

Characters introduced once a series is in production, through the submission of subsequent scripts, will 
be reviewed as they appear in the storyboards or rough animations.

Cover Design

Style Guidelines for Designers
Cover design is informed by discussions with the product team. They provide insight into the product and 
market. The designer (or outside vendor) must use that information in designing inclusive and diverse 
covers. 

Each discipline will have their own special considerations and stereotypes. 

For example, when designing covers for titles that discuss marriage and families, it’s important to include 
a full range of relationships: interracial, same- or opposite-sex. 

Another example is that the majority of paralegal students are women but covers need to feature both 
men and women.
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If a given cover/topic is complicated, designers might choose a different solution, such as: using silhou-
ettes, blurring an image, or choosing an image that doesn’t include people.

When covers are created, special attention should be given to:

• Cultural dress/clothing of individuals

• Facial hair

• Head coverings and hats

• Hair (color, texture, styles: cultural and fashion trends)

• Tattoos and piercings

• Ages (including a range)

• Including a range of ethnic backgrounds/race

• Including varying genders

Here are some examples from previous work created by the Creative Studio Design Team:
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Skin Tone Color Palette
The following color palettes are provided in order to include a diverse range of skin tones in our prod-
ucts. Different color palettes are provided for digital and print products in order to provide the best range 
of colors for each medium.

Digital Color Palette
For colors A-G, use black text when overlaid on top of skin tone.

For colors H-J, use black text when overlaid on top of skin tone.

A
R:  255
G: 229
B: 205
#ffe5cd
R:  254
G: 218
B: 188
#fedabc
R:  240
G: 189
B: 147
#f0bd93

B C D E

F G H I J

DIGITAL SKIN TONE COLOR PALETTE

R:  245
G:	213
B: 176
#f5d5b0
R:  254
G: 218
B: 188
#fedabc
R:  227
G: 172
B: 125
#e3ac7d

R:		236
G: 197
B: 162
#ecc5a2
R:		230
G:	183
B: 145
#e6b791
R:  215
G: 156
B: 115
#d79c73

R: 253
G: 217
B: 201
#fdd9c9
R: 248
G: 197
B: 178
#f8c5b2
R: 220
G: 159
B: 142
#dc9f8e

R: 234
G: 189
B: 170
#eabdaa
R: 228
G: 174
B: 154
#e4ae9a
R: 205
G: 141
B: 117
#cd8d75

R: 214
G: 167
B: 146
#d6a792
R: 204
G: 151
B:	 130
#cc9782
R: 174
G: 115
B: 94
#ae735e

R: 202
G: 151
B: 129
#ca9781
R: 182
G: 129
B: 108
#b6816c
R: 151
G: 99
B: 78
#97634e

R: 180
G: 127
B: 101
#b47f65
R: 163
G: 110
B: 88
#a36e58
R: 135
G: 86
B: 64
#875640

R: 167
G: 114
B: 92
#a7725c
R: 150
G: 98
B: 78
#96624e
R: 121
G: 72
B:	 53
#794835

R: 136
G: 87
B: 65
#885741
R: 119
G: 74
B: 54
#774a36
R: 	93
G: 52
B:	 36
#5d3424

Highlight

Shadow

Base Skin Tone

Highlight

Shadow

Base Skin Tone

Highlight

Shadow

Base Skin Tone

Highlight

Shadow

Base Skin Tone

Highlight

Shadow

Base Skin Tone

Highlight

Shadow

Base Skin Tone

Highlight

Shadow

Base Skin Tone

Highlight

Shadow

Base Skin Tone

Highlight

Shadow

Base Skin Tone

Highlight

Shadow

Base Skin Tone

For colors A-G, use black text when overlaid on top of skin tone
For colors H-J, use white text when overlaid on top of skin tone

A
R: 255
G: 229
B: 205
#ffe5cd
R: 254
G: 218
B: 188
#fedabc
R: 240
G: 189
B: 147
#f0bd93

B C D E

F G H I J

DIGITAL SKIN TONE COLOR PALETTE
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B: 188
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#ecc5a2
R: 230
G:	183
B: 145
#e6b791
R: 215
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B: 115
#d79c73

R:		253
G: 217
B: 201
#fdd9c9
R:  248
G: 197
B: 178
#f8c5b2
R:  220
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B: 142
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R:		234
G: 189
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#eabdaa
R:  228
G: 174
B: 154
#e4ae9a
R:  205
G: 141
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#cd8d75
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#d6a792
R: 204
G: 151
B:	 130
#cc9782
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G: 115
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#ae735e
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#ca9781
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G: 129
B: 108
#b6816c
R: 151
G: 99
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#97634e
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B: 101
#b47f65
R: 163
G: 110
B: 88
#a36e58
R: 135
G: 86
B: 64
#875640
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G: 114
B: 92
#a7725c
R: 150
G: 98
B: 78
#96624e
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B:	 53
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G: 74
B: 54
#774a36
R: 	93
G: 52
B:	 36
#5d3424
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For colors A-G, use black text when overlaid on top of skin tone
For colors H-J, use white text when overlaid on top of skin tone
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A
R: 255
G: 229
B: 205
#ffe5cd
R: 254
G: 218
B: 188
#fedabc
R: 240
G: 189
B: 147
#f0bd93

B C D E

F G H I J

DIGITAL SKIN TONE COLOR PALETTE

R: 245
G:	213
B: 176
#f5d5b0
R: 254
G: 218
B: 188
#fedabc
R: 227
G: 172
B: 125
#e3ac7d

R: 236
G: 197
B: 162
#ecc5a2
R: 230
G:	183
B: 145
#e6b791
R: 215
G: 156
B: 115
#d79c73

R: 253
G: 217
B: 201
#fdd9c9
R: 248
G: 197
B: 178
#f8c5b2
R: 220
G: 159
B: 142
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R: 234
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#eabdaa
R: 228
G: 174
B: 154
#e4ae9a
R: 205
G: 141
B: 117
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R:  214
G: 167
B: 146
#d6a792
R:  204
G: 151
B:	 130
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R:  174
G: 115
B: 94
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#b47f65
R:		163
G: 110
B: 88
#a36e58
R:		135
G: 86
B: 64
#875640

R: 167
G: 114
B: 92
#a7725c
R: 150
G: 98
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For colors A-G, use black text when overlaid on top of skin tone
For colors H-J, use white text when overlaid on top of skin tone
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For colors A-G, use black text when overlaid on top of skin tone
For colors H-J, use white text when overlaid on top of skin tone
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Sample of Digital Color Palette in Use 
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A B C D E

F G H

DIGITAL SKIN TONE COLOR PALETTE

I J

Sample of Digital Color Palette in Use 
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DIGITAL SKIN TONE COLOR PALETTE
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DIGITAL SKIN TONE COLOR PALETTE
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Print Color Palette
The print color palette should be used for recoloring or building new art programs in our print products. 
The palette should be provided to vendors with the sample below in order to facilitate this process.

For colors A-G, use black text when overlaid on top of skin tone.

For colors H-J, use black text when overlaid on top of skin tone.

A
C:  0
M: 11
Y: 18
K: 0
C: 0
M: 16
Y: 25
K: 0
C: 0
M: 28
Y: 43
K: 0

Highlight

Shadow

Base Skin Tone

B
C: 0
M: 16
Y: 32
K: 0
C: 0
M: 22
Y: 39
K: 0
C: 10
M: 35
Y: 54
K: 0

C
C: 10
M: 24
Y: 37
K: 0
C: 10
M: 29
Y: 44
K: 0
C: 18
M: 43
Y: 56
K: 0

D
C: 0
M: 16
Y: 16
K: 0
C: 0
M: 23
Y: 23
K: 0
C: 10
M: 40
Y: 38
K: 0

E
C: 0
M: 28
Y: 29
K: 10
C: 12
M: 39
Y: 40
K: 0
C: 24
M: 51
Y: 50
K: 0

F
C: 15
M: 39
Y: 48
K: 0
C: 20
M: 45
Y: 52
K: 0
C: 38
M: 62
Y: 74
K: 0

G
C: 23
M: 45
Y: 51
K: 0
C: 27
M: 51
Y: 57
K: 0
C: 48
M: 71
Y: 81
K: 0

H
C: 42
M: 61
Y: 73
K: 0
C: 47
M: 68
Y: 81
K: 0
C: 64
M: 82
Y: 95
K: 0

I
C: 53
M: 73
Y: 82
K: 0
C: 63
M: 80
Y: 87
K: 0
C: 78
M: 91
Y: 95
K: 0

J
C: 0
M: 50
Y: 50
K: 67
C: 0
M: 53
Y: 53
K: 76
C: 0
M: 69
Y: 69
K: 87

For colors A-E, use black text when overlayed on top of skin tone

For colors F-J, use white text when overlayed on top of skin tone

PRINT SKIN TONE COLOR PALETTE
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F
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Y: 48
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K: 0
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K: 0

G
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M: 61
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M: 68
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I
C: 53
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C: 63
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C: 0
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For colors A-E, use black text when overlayed on top of skin tone

For colors F-J, use white text when overlayed on top of skin tone
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C: 0
M: 11
Y: 18
K: 0
C: 0
M: 16
Y: 25
K: 0
C: 0
M: 28
Y:	 43
K: 0

Highlight

Shadow

Base Skin Tone
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M: 16
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K: 0
C: 0
M: 22
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K: 0
C: 10
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Y: 54
K: 0
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C: 10
M: 29
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K: 0
C: 18
M:	43
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K: 0

D
C: 0
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C: 0
M:	23
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K: 0
C: 10
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C: 0
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K: 10
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M:	39
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K: 0
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K: 0
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K: 0
C: 48
M: 71
Y: 81
K: 0

H
C: 42
M: 61
Y:	 73
K: 0
C: 47
M: 68
Y: 81
K: 0
C: 64
M: 82
Y: 95
K: 0

I
C:	 53
M:	73
Y: 82
K: 0
C:	 63	
M: 80
Y: 87
K: 0
C: 78
M: 91
Y: 95
K: 0

J
C: 0
M: 50
Y: 50
K: 67
C: 0
M:	53
Y:	 53
K: 76
C: 0
M: 69
Y: 69
K: 87

PRINT SKIN TONE COLOR PALETTE
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Highlight
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Highlight
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Highlight
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For colors A-G, use black text when overlaid on top of skin tone
For colors H-J, use white text when overlaid on top of skin tone
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C: 47
M: 68
Y: 81
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C: 64
M: 82
Y: 95
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I
C:	 53
M:	73
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M: 80
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C: 78 
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PRINT SKIN TONE COLOR PALETTE
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For colors A-G, use black text when overlaid on top of skin tone
For colors H-J, use white text when overlaid on top of skin tone
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Sample of Print Color Palette in Use 
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A B C D E

F G H I J

A B C D E

F G H I J

Sample of Print Color Palette in Use 
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IP Resources
Your IP Resources for  I&D support and guidance is your discipline or business unit assigned IP Analyst 
who can assist with guiding on content selection via our Preferred Vendor Sources. IP Analysts will be 
reviewing new content to meet Cengage’s I&D guidelines and providing feedback to stakeholders when 
necessary. All IP Vendor Partners will be provided ongoing training and support related to Cengage’s 
developing I&D standards. 

For specific questions on a content vendor or asset, please reach out to your IP Analyst.
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Content Review
How to Evaluate Content on a Case-by-Case Basis
As a content reviewer, how do you ensure that inclusive practices are followed by the resources that 
we hire? How do you know when to give the green-light to publish content and when to hold something 
back? The previous sections of these guidelines have focused on building inclusive practices into the 
work of vendors and hired video production specialists. This section is intended for Content Managers, 
Learning Designers, Subject Matter Experts and anyone else who reviews content. Any content reviewer 
can use the suggested questions below as part of their regular evaluation process.  

In most cases, content reviewers are working with multiple media assets at one time. It’s important to 
consider the project as a whole when reviewing for inclusivity. How do all of the videos (or other media 
assets) fit together as pieces of a puzzle? On the whole, do they balance each other out in their repre-
sentation? The goal shouldn’t be to reach certain quotas when it comes to character representation. 
Inclusivity is about making content that equitably represents our wide and varied society; it’s about mak-
ing our audience feel included in the world we build with our content.

Questions When Reviewing 
In short: Be cautious about sweeping statements and generalizations about any social group. This 
includes assumptions based on gender, culture, ancestry, age, and other characteristics. Be cautious of 
scenarios or examples in which a fictional person used in the example appears as a stereotype.

•	 Are images, illustrations, and animation elements intentional? (Intentional means they align with 
learning objectives and serve an educational purpose.) 

•	 If using alt text, is it pedagogically appropriate?

•	 Are all images accessible?

•	 Is there anything that could be non-inclusive or inauthentic for students?

•	 Is the voice/style appropriate?

•	 Is the experience engaging and meaningful?

•	 Is there evidence of bias, either in source material, images, or content?
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Avoiding Stereotypes
• Does the content avoid stereotypes? (refer to Script Writing above)

• Have we limited characteristics and descriptions to relevant characteristics?

• Have we chosen terms that are specific and bias-free? (See full Cengage Inclusivity Guidelines for
full explanation.)

• Have we respected the language people use for themselves (self-selected labels)? Refer to the
Cengage Inclusivity Guidelines or the APA Style Guidelines if in doubt.

• Have we used care when comparing groups?

• If we’re not sure if something is a stereotype, have we checked for additional perspectives (from
experts or peers)? Ask a peer for review/comment or check with experts (in office, online, or in the
field).

• If using drawings or animation, do the characters avoid exaggerated features and caricature?

Considering Accessibility 
When reviewing content for inclusivity, it is important to factor in accessibility. Students with a variety of 
capabilities or needs should be able to engage with the content in a way that still enables them to be suc-
cessful. Because of this, content reviewers, specifically Content Managers, should review media according 
to the most recent ADA guidelines and Cengage’s Learning Center of Excellence’s Accessibility Video and 
Audio Guidelines here.

Questions for content reviewers to consider when reviewing media for accessibility:

• Does the video animation include accurate closed captions and a transcript?

• Do the closed captions and transcript include descriptive text?

• Can the learner manipulate the video using the keyboard for functions such as Play, Pause,
Rewind and Fast Forward?

• Does the video animation properly exclude Flash media, which can be problematic to view?

To Sum Up
We recommend thinking about the Inclusive Learner Personas document referenced in the scriptwriting 
section as you review the content. Ask: Did the scriptwriter successfully write to these student personas 
as a sample audience?

Content Review Continued

https://custom.cengage.com/static_content/OLC/accessibility/accessibility_basics/audio_and_video/story.html


Quality learning design reflects the diversity 
of Cengage’s user base, and lowers barriers to 
our learners’ ability to engage with the course 

materials we create. Use the resources provided 
in this document to pursue Cengage’s goal of 
creating content that makes all people in our 

audience feel seen, represented, and included.





Inclusive Personas







As you continue through this document, keep in mind that this information 
is not intended to be comprehensive and the design/product you create will 
not be 100 percent inclusive. Instead, strive for inclusion and remember that 
design is an iterative process.


ARE YOU BREAKING DOWN BARRIERS AND 
MEETING THE NEEDS OF ALL LEARNERS?
To help you think about the diverse set of learners who might 
interact with your products, we’ve compiled some detailed personas 
for you to consider. As we have learned in our Principles of UDL 
and Implementing Accessibility courses, the population we serve 
is extremely diverse. We must be mindful of this diversity when 
designing a learning experience. The educational experiences that 
we have designed and developed may intentionally or unintentionally 
interfere with our learners’ ability to successfully engage with our 
products. 


So, how can you anticipate our learners’ challenges and intentionally 
break down the barriers that block quality learning? How can you help 
our learners overcome their challenges and, instead, leverage their 
strengths so that they feel our products have been designed to meet 
their needs and include them? 


Our learners’ educational experiences are influenced by:
• Invisible disabilities
• Sensory disabilities
• Physical disabilities
• Unique backgrounds, perspectives, and experiences


Next, examine the personas and respective challenges that help 
illustrate the diversity of our learners.



https://cengage.docebosaas.com/learn/course/2046/self-paced-principles-of-universal-design-for-learning?generated_by=16644&hash=86b3e0fec83cd69c954f55c9b82d2287069d1d97

https://cengage.docebosaas.com/learn/course/2097/self-paced-implementing-accessibility





Our learners might have disabilities that are not visible; some of 
these are listed below:


SPECIFIC LEARNING DISABILITIES (SLD) 
SLDs are neurologically-based processing problems that affect certain 
areas of learning such as reading/dyslexia, written expression/
dysgraphia, or mathematics/dyscalculia; auditory, language, 
nonverbal, or visual perceptual/visual motor processing. These can 
be undiagnosed (i.e., unknown to the learner and/or not medically 
validated), undisclosed (i.e., known, but not self-reported to disability 
support services, so the learner does not have the supports/
resources), or disclosed to disability support services.


• Characteristics of Adults with Specific Learning Disabilities


• Adults with Learning Disabilities – An Overview (handout)


MENTAL HEALTH DISORDER(S) 
These disorders are known as mental illness which affects a person’s 
thinking, feeling, or mood and include depression, Attention Deficit 
Hyperactivity Disorder (ADHD), and Post Traumatic Stress Disorder 
(PTSD).


MEDICAL CONDITIONS 
These conditions can be either chronic or temporary and include 
migraines, chronic fatigue syndrome, and cancer.


COGNITIVE DISABILITIES 
These are disabilities such as Traumatic Brain Injury (TBI). Some may 
be more visually discernable such as autism and Down syndrome. SLD, 
ADHD, and PTSD can also fall into the cognitive disability category.


Approximately 11% of undergraduate learners self-report having a disability. 
SLD and mental health disorders are the most common of all disabilities 
accounted for in higher education. 


INVISIBLE DISABILITIES



https://invisibledisabilities.org/what-is-an-invisible-disability/

https://ldaamerica.org/types-of-learning-disabilities/

http://www.ldonline.org/article/5998/

https://ldaamerica.org/wp-content/uploads/2015/08/Overview-of-Adults-with-LD.pdf

https://www.washington.edu/doit/psychiatric-impairments

https://www.washington.edu/doit/health-impairments

https://webaim.org/articles/cognitive/





Can a learner who has difficulties processing what they see or 
read successfully engage with the content? 
Is there an audio option? Is there an option where they can both 
see and hear what is being read? Are key definitions provided, or 
is there an easily accessed dictionary?


How would a learner approach your content if they have a 
limited attention span?


Are they encouraged to take notes as they are learning? Is the 
cognitive load too high? Are they expected to attend to content 
for long lengths of time? 


How would your educational experience affect a learner who 
suffers from migraines or chronic fatigue syndrome? 


Are there sensible breaks in the content? Is the content too 
visually stimulating? Do interactive components give the learner 
control?


How would a learner who has served in an active division of 
the military interact with your design? 


Are there components in the content that could trigger Post 
Traumatic Stress Disorder (PTSD)? Are warnings provided before 
sensitive material is presented? 


What are the cognitive requirements of the activity? 


Is the cognitive load appropriate for all learners? If not, are 
alternatives provided? Is the learner provided with means to 
gaining additional information on the topic that would support or 
enhance their learning? 


Have you provided alternative activities to meet the needs of 
learners who might have invisible disabilities? 


Do the learners have any choices in how they demonstrate 
learning so they can rely on strengths rather than weaknesses?


ASK YOURSELF
Is the educational experience that you have designed and developed accessible to learners who have invisible disabilities? Here 
are some questions you can consider as you evaluate your design:







Jen struggled in high school but was able to make the grades she needed 
to be accepted at the state college. She was popular, active in all types of 
extracurricular activities, and high school teachers liked her. Her parents 
are both college graduates and employed in white collar positions. She 
feels pressure to be socially active and succeed. Her brother is a senior in  
college and is quite successful. He is currently being recruited by several 
companies. His seemingly easy success causes Jen additional anxiety.


GOALS (INCLUDING GRADES)	
• Works hard but struggles to get Cs
• Needs a C average to remain active in her sorority


UNIQUE BACKGROUND, EXPERIENCE, AND PERSPECTIVE THAT 
MAY IMPACT LEARNING	


• Sorority
• Learning disability: undisclosed, math (dyscalculia)


MOTIVATION	
Motivated by sorority


COLLEGE TYPE	
State university


COURSE TYPES 	
All traditional face-to-face courses


FRUSTRATIONS
• No matter how hard she tries, Jen continues to struggle 


specifically with numbers and math in general
• Sometimes misses sorority functions to study


LEARNING NEEDS	
Assistance with time management, help with study skills, math 
assistance, motivation and encouragement


CONSIDER JEN


NoneCHILDREN:
SingleFAMILY STATUS:
Unemployed
Full-time


WORK STATUS:


First yearSTUDENT STATUS: 
17AGE:







Our learners might have sensory disabilities—some of which might also be 
invisible. Some possible sensory disabilities are listed below: 


•	Vision including low vision, severe visual impairment/blindness, color 
blindness, and albinism.


΃΃ Visual Impairment and blindness
΃΃ Types of visual impairment


•	Deaf or hard of hearing
•	Deaf-blind – This is referred to as a dual-sensory or multiple-sensory 


impairment.


A completely equivalent experience is not always possible.


SENSORY DISABILITIES*
*may also be invisble


Can a learner who has difficulties with vision engage with the 
content?
Is there enough contrast? Can the content be magnified to 200 
percent?


Which senses are required to engage with the learning 
experience? 
Which senses does the learning experience require? Just one? Or, 
are multiple senses required? How would a learner with impaired 
senses engage with your design?


If touch is the only option for engaging with your educational 
experience, which materials could you provide that would 
assist an instructor and/or disability support services office in 
providing the learner with accessible content for successfully 
completing that activity?
Could you include a line illustration that could be used by the 
disability support services office to print a Braille or raised line 


drawing? Could you include the source file so that the learner 
could navigate throughout the content of a spreadsheet? 


Can a learner who has difficulties with hearing successfully 
engage with the content?
Are closed captions and transcripts provided for all audio?


If a learner could not use one or more of their senses, which 
alternative sense(s) could they employ to have an experience 
that would help them understand the objective of the activity? 
If the experience changes slightly as a result of the learner 
using an alternative sense, how critical is this?
Could the learner listen to events instead of watching/seeing 
them? What if an auditory simulation of line movement on a 
graph was used, for example? If a line drawing could be printed 
with raised lines, would that enhance learner understanding? 


ASK YOURSELF
Is the educational experience that you have designed and developed accessible to learners who have sensory disabilities? Here 
are some questions you can consider as you evaluate your design:



https://www.washington.edu/doit/low-vision

https://www.washington.edu/doit/blindness-0

https://medlineplus.gov/visionimpairmentandblindness.html

https://support.freedomscientific.com/Support/VisionLoss/TypesOfVisualImpairment

https://www.washington.edu/doit/deaf-or-hard-hearing

https://nationaldb.org/library/list/8





Zuri was an average student in high school. He wasn’t sure what he 
wanted to do with his life, so he joined the service. He married his 
high school sweetheart. He was wounded while serving his country 
and is attending community college to establish a career direction. 
He is recently divorced and struggling with anger and depression.


GOALS (INCLUDING GRADES)	
•	Maintain a C average
•	Spend quality time with his daughter


UNIQUE BACKGROUND, EXPERIENCE, AND PERSPECTIVE THAT 
MAY IMPACT LEARNING	


•	Veteran
•	Lower limb loss, severe visual impairment, minor hearing loss 


as the result of encountering a hidden land mine


MOTIVATION	
Motivated to establish a career; interested in robotics


COLLEGE TYPE	
Community college


COURSE TYPES 	
•	One hybrid
•	Others classroom


FRUSTRATIONS
Often, Zuri’s course materials are not accessible, so he must 
spend almost twice the time that his peers do to complete his 
studies


LEARNING NEEDS
Accessible content, self-confidence, self-motivation, 
encouragement, assistance with time management CONSIDER ZURI


A completely equivalent experience is not always possible.


AGE:
STUDENT STATUS: 


WORK STATUS:
FAMILY STATUS:
CHILDREN:


28
First year
Part-time
Part-time, off-campus
Divorced
7-year-old daughter







Our learners might have physical disabilities. Some examples of physical 
disabilities are listed below:


•	Physical disabilities include epilepsy, cerebral palsy, multiple sclerosis 
(MS), and spina bifida, as well as back pain. In addition, broken bones, 
sprains, the effects of medical procedures, and medications can be 
physically disabling. 


According to the Americans with Disabilities Act of 1990 (ADA), an individual with a disability has a physical or mental impairment that substantially 
limits one or more major life activities. 


PHYSICAL DISABILITIES


Can a learner who has difficulties physically accessing a 
computer successfully engage with the content? 
Could a mobile device be used, such as a phone or tablet? Could 
assistive technologies be used? Is it keyboard accessible?


What physical ability is required to access your educational 
experience? 
Does it require the use of a mouse? Can a keyboard be used to 
engage with all content?


How much physical ability is required to engage with your 
content? 
Is the task achievable without physical efforts (e.g., hand or arm 
movement to operate a mouse)? Does the effort required cause 
physical fatigue? (Consider the use of assistive technologies such 
as onscreen keyboards operated through scanning and a switch 
or the use of an eye gaze system.)


How could you build the activity so that a keyboard could be 
used instead of a mouse? If the experience changes slightly 
with this modification, how critical is this to the learning 
experience? 
Could the activity be performed using the tab key? Keyboard 
commands? Could you include drop-down options instead of 
dragging and dropping?


ASK YOURSELF
Is the educational experience that you have designed and developed accessible to learners who have physical disabilities? Here 
are some questions you can consider as you evaluate your design:



https://www.washington.edu/doit/mobility-impairments





Arjun was born without hands and forearms and has compensated by 
using his feet to perform a number of tasks. This, however, is often not 
a socially acceptable accommodation and one he is trying to avoid using 
as he advances in his education and prepares for the workforce. The 
time required to maintain his grades prevents him from working so he 
must rely on loans, which not only add to his debt, but also his stress. 


GOALS (INCLUDING GRADES)	
Achieve dean’s list


UNIQUE BACKGROUND, EXPERIENCE, AND PERSPECTIVE 
THAT MAY IMPACT LEARNING	


•	Born without hands and forearms
•	First generation college student


MOTIVATION	
Loves learning


COLLEGE TYPE	
Public institution


COURSE TYPES 	
•	Half online
•	Half classroom


FRUSTRATIONS
It takes Arjun a substantial amount of time to complete his 
coursework. He uses an eye gaze system (eye tracking and 
eye control technology that uses natural eye movement 
to control and operate a computer rather than using a 
mouse and keyboard), and he often runs into barriers while 
studying. He also resents having to depend on others for 
assistance with educational tasks that he should be able to 
perform on his own.


LEARNING NEEDS
Accessible content, the ability to complete assignments in a 
timely manner


CONSIDER ARJUN
AGE:
STUDENT STATUS: 


WORK STATUS:
FAMILY STATUS:
CHILDREN:


19
Second year
Full-time
Not applicable
Single
None







Now, think about all learners/other learners who might be interacting with our 
products and the diverse set of backgrounds, experiences, and perspectives 
they might bring to the learning experience that will impact their ability to 
engage in and access a comprehensive and equal learning experience. This is 
an area where the principles for universal design for learning (UDL) take on 
special importance. Some additional factors that contribute to our learners’ 
educational experiences might include the following:


•	Cultural (e.g., race, ethnicity, skin color, national origin, genetic information, 
religion, language)


•	Gender/sex/sexual orientation
•	Age
•	Beliefs (e.g., political)
•	Status (e.g., marital, parental, or socioeconomic)
•	Employment
•	Military
•	Educational ability (e.g., high achieving, gifted or at-risk)
•	Educational experience (e.g., first generation or home schooled)


UNIQUE BACKGROUNDS, 
PERSPECTIVES, 
AND EXPERIENCES


Did you maintain the rigor of the product while addressing the 
needs of learners with unique backgrounds, perspectives, and 
experiences? 


Is the content challenging enough? Does it still meet the learning 
objectives? Is there enough support for learners who might find it 
challenging?


What additional resources and/or supports would be 
beneficial? 
Are optional materials available for learners who need additional 
opportunities to enhance their understanding? Are optional 
materials available for learners who want to learn more about a 
topic?


What efforts have been made to encourage and maintain 
engagement? 
Are learners engaged through several varying strategies? Are 
they enticed to continue their interest and maintain motivation?


Did you provide the content in multiple forms? 
Does the learner have options for interacting with the content, 
for example, reading or listening or watching or listening? Is 
video captioned so that it could be viewed without audio output?


Did you include multiple ways for the learner to demonstrate 
what they know and have learned? 
Does the learner have options for demonstrating learning, 
for example, speaking, writing, multimedia, or testing? Are 
opportunities available for all learners to utilize and demonstrate 
strengths?


Did you exclude anyone through the narrative, visuals, 
activities, or assessments? 
Is content available for all learners to relate to or understand? 
Are all learners represented? Would all learners experience a 
sense of belonging?


ASK YOURSELF
Is the educational experience that you have designed and developed accessible and inclusive of learners who might possess one 
or a combination of diverse characteristics? Here are some questions you can consider as you evaluate your design:







Wang Yong has been in the United States for a few years for on-the-
job training. He comes from a wealthy family in China. He will be 
returning to China soon to take over his brother’s role in the family 
business. He came to the United States knowing enough English to 
pass language acceptance testing. His wife and children spend half 
of the year in the United States and half of the year in China.


GOALS (INCLUDING GRADES)	
•	Maintain As and Bs
•	Dedicated to doing well at school and work


UNIQUE BACKGROUND, EXPERIENCE, AND PERSPECTIVE THAT 
MAY IMPACT LEARNING	
English/multiple language learner


MOTIVATION	
Self-motivated


COLLEGE TYPE	
Public university


COURSE TYPES 	
•	Most online
•	One hybrid


FRUSTRATIONS
He needs to improve his spoken English and oral comprehension; 
he misses content and does not volunteer responses


LEARNING NEEDS
Language supports, motivation and encouragement, safe 
opportunities to engage with peers, repetitive content


CONSIDER WANG YONG
AGE:
STUDENT STATUS: 


WORK STATUS:
FAMILY STATUS:
CHILDREN:


35
Professional development/
continuing education
Part-time
Full-time
Married
1-year-old daughter and
3-year-old son







Sam is an overachiever, bored with coursework, and is anxious to graduate 
and start their life. They and their partner have plans to purchase a home 
once they’ve gained employment. They are finding it harder and harder to 
get motivated to study, but they want to maintain their GPA. They have a 
difficult time relating to their peers and are feeling very isolated. Recently 
shared with family, but they have not shared with anyone at their 
institution, that they are agender. 


GOALS (INCLUDING GRADES)	
• Remain on dean’s list
• Maintain GPA of 4.0


UNIQUE BACKGROUND, EXPERIENCE, AND PERSPECTIVE THAT 
MAY IMPACT LEARNING	


• Gifted, frequently not challenged
• Family disapproves of their non-binary gender identity
• Recent/ongoing racial tensions


MOTIVATION	
Self-motivated


COLLEGE TYPE	
Private college


COURSE TYPES 
All online


FRUSTRATIONS
• People who lack understanding of gender and sexual diversity
• Experiences racial tensions
• They question if they’re learning; they rarely feel challenged in 


their courses


LEARNING NEEDS
Challenging and engaging activities, safe opportunities to engage 
with peers, motivation and encouragement


CONSIDER SAM
AGE:
STUDENT STATUS: 


WORK STATUS:
FAMILY STATUS:
CHILDREN:


21
Fourth year
Full-time
Part-time, bartending
In a relationship
None







If you cannot come up with potential solutions 
for barriers that you might have uncovered in 
your design, or if you feel that the only solution 
is having someone assist the learner, please 
contact the LCoE for additional assistance.



https://cengageo365.sharepoint.com/sites/GPMTraining/Lists/Resource%20center%20forms/NewForm.aspx?Source=https%3a//cengageo365.sharepoint.com/sites/GPMTraining/SitePages/Learning%2520CoE.aspx&RootFolder=



		Untitled
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Cengage Inclusivity Guidelines (Last revised 09/29/2020) 
NOTE: For an optimal experience, please view this document natively in the Microsoft Word app, not in online browser mode. 
 
Hello, and welcome to the Cengage inclusivity guidelines! We're glad you're here. Cengage is dedicated to 
partnering with authors and other content creators to ensure high content standards that effectively advance a 
project’s pedagogical goals and meet the learning needs of our audience. 
 
We believe in the power of diversity and inclusion in order to advance the way students learn inside and outside the 
classroom—it is the reason for our existence. Our comprehensive vision of inclusivity encompasses the learner’s need 
for social belonging. Research demonstrates that students who experience a sense of belonging in class more 
successfully make meaning out of, and find relevance in, what they encounter in learning content. 
 
We recognize a special responsibility to develop and deliver content that is responsive to that powerful need, in part 
by eschewing the idea of a generic student. Instead, in order to improve both the learning process and outcomes, 
our materials seek to affirm the fullness of human diversity with respect to ability, language, culture, gender, age, 
socioeconomics, and other forms of human difference that students may bring to the classroom. 
 
We do more than simply acknowledge diversity—we actively strive for inclusivity in content through the solicitation, 
promotion, recruitment, valuation, and incorporation of different views and experiences. Our efforts center on 
recognizing and reducing implicit biases, being intentional in our learning design, and including diverse 
sources of scholarship and authorship. 
 
Quick Start—Using the Inclusivity Guidelines 
This guide provides general instructions to help meet these aims when creating content for Cengage. Content 
creators—including authors, SMEs, copy editors, proofreaders, and content vendors—are expected to familiarize 
themselves with this guide because it will be used to review content created for Cengage. These guidelines are 
meant to be comprehensive. However, depending on the complexity or nature of the project or course, you may 
receive additional or different instructions from Cengage or you might find that not all of it will apply to your work. If 
you have questions about how to apply these guidelines to your content, please reach out to the Cengage Content 
Manager (CM)—or, contact either the Vendor Content Manager (VCM) or Project Manager, as applicable—for 
clarification. 
 
Keep in mind that, first and foremost, it's critical to understand that Cengage does not wish to impose a set of hard 
and fast rules, but instead requests that each member of the internal and external content team approach content 
creation and review with a curious and empathetic mindset and a critical eye. These guidelines are intended to 
serve as a reference document. For ease of use, this document is organized into four main sections: 
 


• Cengage Inclusivity Guidelines at a Glance: Lists each inclusivity topic, provides a brief summary of the 
topic, and includes problematic versus preferred examples, along with links to resources 


• Inclusive Content Expectations: Provides guiding questions that content creators should ask themselves as 
they review and refine the content they are creating 


• Cengage Inclusivity Guideline Topics in Detail: Expands on the inclusivity topics and provides full details, 
beginning here, with Cengage Quality Learning Principles 


• Appendices: Provide further specificity about inclusive language recommendations from the APA for content 
contributors who require or would benefit from additional context 


 
Ready to begin? You will find the Cengage Inclusivity Guidelines at a Glance on the next page. 
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Cengage Inclusivity Guidelines at a Glance 
 
The following table provides a high-level overview of each topic covered in these inclusivity guidelines. For a full, detailed explanation, click on a topic to 
navigate to that section of the guidelines. Note: The examples in this table, both problematic and preferred, are far from exhaustive but attempt to 
illustrate some of the complexities you might encounter in each inclusivity topic. 
 


Topic Summary Example/See Also 
Quality Learning 
Principles (QLP) 


To guide learners toward deep conceptual 
understanding, apply the Four Quality Learning 
Principles of Design: inclusivity, intentionality, 
authenticity, personalization.  


See Quality Learning Principles for Cengage Content Creators video. 


Learner Profiles A group of fictitious, yet realistic, learner profiles to 
highlight the variety of learners who might use Cengage 
materials. Learner profiles are influenced by 


• invisible disabilities 
• sensory disabilities 
• physical disabilities 
• unique backgrounds, perspectives, and 


experiences 


Consider Sam's learner profile. Sam is an overachiever, bored with 
coursework, and is anxious to graduate and start their life. They and their 
partner have plans to purchase a home once they’ve gained employment. 
They are finding it harder and harder to get motivated to study, but they 
want to maintain their GPA. They have a difficult time relating to their 
peers and are feeling very isolated. Recently shared with family, but they 
have not shared with anyone at their institution, that they are agender. 
 
Visit the Learner Profile section to see more profiles detailed in the 
Inclusive Personas PDF. 


Implicit Bias Everyone has implicit biases, and they form at an 
unconscious level. They don’t represent our stated 
intentions, values, or beliefs, but they can have a 
significant impact on how we view other people, how we 
act, and the decisions we make. 


Problematic Preferred 
Every cast member should know 
his or her lines by Friday. 


Every cast member should know their 
lines by Friday. 


 


Racial and 
Ethnic Identity 


When describing racial and ethnic groups, be 
appropriately specific and sensitive to issues of labeling. 


Problematic Preferred 
"A group of intelligent black 
students were guests as part of 
the orientation program." 


"A group of intelligent students were 
guests as part of the orientation 
program." 


 


Age Different terms are used for individuals of different ages 
and these terms are often gendered. 


Problematic Preferred 
"Alex spends most of their days as 
a Medical Assistant caring for the 
elderly." 


"Alex spends most of their days as a 
Medical Assistant caring for older 
adults." 


 



https://vimeo.com/349450395/0ce8988c85
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Topic Summary Example/See Also 
Socioeconomic 
Status (SES) 


SES  refers not only to income but also to educational 
attainment, occupational prestige, subjective 
perceptions of social status and class, quality of life 
attributes, and opportunities. 


Problematic Preferred 
"He was homeless, but recently 
moved into a cheap apartment in 
the inner city." 


"He was homeless, but recently moved 
into low-income housing." 


 


Intersectionality A paradigm that addresses the multiple dimensions of 
identity and social systems as they intersect with one 
another and relate to inequality: racism, genderism, 
ageism, etc. 


Problematic Preferred 
"35 participants were women and 
41 were men; 43 were African 
American and 33 were European 
American." 


"20 participants were African 
American women, 15 participants 
were European American women, 23 
participants were African American 
men, and 18 participants were 
European American men (all 
participants were cisgender)." 


 


Disability Using the disability language choices made by groups of 
disabled individuals honors their preferences. The 
overall principle for using disability language is to 
maintain the integrity, worth, and dignity of all 
individuals. 


Problematic Preferred 
"She's been wheelchair-bound 
since the car accident." 


"She's used a wheelchair since the car 
accident." 


 


Gender The terms related to gender and sex are often conflated. 
The language related to gender identity and sexual 
orientation has evolved rapidly, and it’s important to use 
terms that people use to describe themselves. 


Problematic Preferred 
"Each should wait until he/she is 
notified of his/her grades." 


"Each should wait until they are 
notified of their grades." 


 


Sexual 
Orientation 


Use the term “sexual orientation” rather than “sexual 
preference,” “sexual identity,” or “sexual orientation 
identity.” 


Problematic Preferred 
"Participants were asked about 
their homosexuality." 


"Participants were asked about the 
experience of their sexual 
orientation." 


 


Notes for Copy 
Editors 


A collaborative approach to content review process, in 
which authors and copy editors seek out each other’s 
perspectives, advice, and additional information. 


See the following resources: 
• Additional Notes on Spelling and Capitalization of Racial and 


Ethnic Terms 
• Additional Notes on “They” as a Singular Pronoun 
• Note on Capitalization of Deaf and Deaf-Blind 


Guidelines for 
Inclusive Media 


When reviewing the image program and considering 
selections for replacement or to add, keep in mind 
diversity, materiality, and dynamism. 


See Inclusivity Considerations in Scholarship Referenced and Research 
Highlighted. 
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Topic Summary Example/See Also 
Universal 
Design for 
Learning (UDL) 


The UDL Guidelines can be applied to reduce barriers 
and maximize learning opportunities for all learners. 


See the comprehensive, regularly updated UDL Guidelines (via CAST). 


 
Click Here to Return to Top  



http://udlguidelines.cast.org/
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Inclusive Content Expectations 
 
Cengage is committed to providing educational content that is inclusive and welcoming to all learners. In service of that goal, we depend on content 
creators like you to approach content creation with a critical eye and open mind. As you create and refine content, ask yourself these guiding questions 
about the inclusivity topics, and adjust your content as needed, to ensure you're meeting Cengage's expectations of inclusivity and diversity. 
 


Topic Guiding Questions 
Quality Learning 
Principles (QLP) 


• Does this content apply the Quality Learning Principles? 
o Is it intentional? Does every element have a purpose?  
o Is it inclusive? Does the content recognize the full range of our learners’ diversity in demographics, abilities, and 


experiences? 
o Is it authentic? Does it relate to how the discipline is enacted in the real world?  
o Is it personalized? Does it treat the learner like a person? Does it meet the individual learner’s needs for competence, 


autonomy, and belonging? 
Learner Profiles • Have I broken down barriers to meet the needs of all learners? 


o Can learners with diverse abilities successfully engage with the content? Consider invisible disabilities, sensory 
disabilities, physical disabilities, and unique backgrounds, perspectives, and experiences. 


o How would a learner who has served in an active division of the military interact with my design? 
o What are the cognitive requirements of the activity? 
o Which senses are required to engage with the learning experience? 
o If a learner could not use one or more of their senses, which alternative sense(s) could they employ to have an 


experience that would help them understand the objective of the activity? If the experience changes slightly as a result of 
the learner using an alternative sense, how critical is this? 


o Did I maintain the rigor of the product while addressing the needs of learners with unique backgrounds, perspectives, 
and experiences? 


o What efforts have I made to encourage and maintain engagement? 
o Did I exclude anyone through the narrative, visuals, activities, or assessments? 


Implicit Bias • Did I integrate multiple voices and identities throughout the course narrative? When historically marginalized voices are 
included, are they limited to certain instances areas, or are they incorporated seamlessly throughout? 


• What kinds of examples and statistics did I use to illustrate points related to course content? Do they portray groups of 
people in stereotypical occupations or situations?  


• Does the content rely on examples, metaphors, or cultural contexts that are specific to a dominant culture or perspective 
(e.g., religious, sports, historical, or popular culture references) that may be unfamiliar to some learners? 


• Which perspectives are not typically included in this course? Why is that the case? 
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Topic Guiding Questions 
Racial and Ethnic 
Identity 


• Does the content refer to racial or ethnic identity simply to promote diversity in content? Unless either is critical to the 
learning content, any references to race or ethnicity should be removed.  


• If references to race or ethnicity are critical to the learning content, did I use the appropriate terms to describe each? 
• Did I use parallel comparisons among groups? 


Age • When referencing an individual of any age, did I identify them as a "person" or "individual"? 
• Did I use the appropriate terms for specific age groups? 


Socioeconomic 
Status (SES) 


• Do references to various SES topics (e.g., income, educational attainment, or occupational prestige) use parallel comparisons 
among groups? Do the references use any broad, pejorative, or generalizing terms? 


Intersectionality • Does the content consider intersectionality—that is, the way in which individuals are shaped by and identify with a vast array 
of cultural, structural, sociobiological, economic, and social contexts? 


Disability • Does the content maintain the integrity, worth, and dignity of all individuals? 
• Did I use terms and descriptions that both honor and explain person-first and identity-first perspectives? 


Gender • Are there any references implying that gender is binary (e.g., she/he or male/female)? 
• Does the content use the most up-to-date language and terminology that people use to describe themselves? 


Sexual Orientation • Did I use the term “sexual orientation” rather than “sexual preference,” “sexual identity,” or “sexual orientation identity?” 
• Does my content use the umbrella term “sexual and gender minorities” to refer to multiple sexual and/or gender minority 


groups? Abbreviations such as LGBTQ, LGBTQ+, LGBTQIA, and LGBTQIA+ may also be used to refer to multiple groups. 
• If the content requires specificity for sexual orientations, did I define them as if there was ambiguity? 


Notes for Copy 
Editors 


• Have I read for bias and queried the authors about their intent as needed? 
• Have I checked for general alignment with these guidelines in regard to linguistic inclusivity, and queried the CM (or project 


manager) and authors about areas where deviation might be appropriate? 
• Did I review the additional notes on language usage and mechanics in the Appendices at the end of these guidelines? 


Guidelines for 
Inclusive Media 


• Does the media in the learning materials consider the breadth and diversity of students' experiences and backgrounds? 
• Did I carefully evaluate how I represent and describe people in image captions? 
• Do the images and representations included in the content reflect broad diversity? 
• Have I considered these touchstones? 


o Diversity—reflecting the world that students see 
o Materiality—making things more “real,” especially in historical contexts 
o Dynamism—capturing a moment in time rather than something static and posed 
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Topic Guiding Questions 
Universal Design 
for Learning (UDL) 


• Does my writing “chunk” information into smaller elements? 
• Have I removed distractions unless they are essential to the instructional goal? 
• Do I use cues and prompts to draw attention to critical features? 
• Does my writing effectively present vocabulary and symbols in ways that promote connection to the learners’ experience and 


prior knowledge? 
• Does my writing effectively avoid or explain potentially unfamiliar references, such as jargon, idioms, archaic expressions, 


culturally exclusive phrases, and slang?  
• Have I anchored the presentation of content by linking to and activating relevant prior knowledge (e.g., using visual imagery, 


concept anchoring, or concept mastery routines)? 
• Have I made explicit links between information provided in texts and any accompanying representation of that information 


in illustrations, equations, charts, or diagrams? 
• Do I give explicit prompts for each step in a sequential process? 
• Have I introduced graduated scaffolds that support information processing strategies? 
• Do I effectively provide multiple entry points to a lesson and optional pathways through content (e.g., exploring big ideas 


through dramatic works, arts and literature, film, and media)? 
• Does the instructor resource content serve to deepen connections among class participants? 


 
Click Here to Return to Top 
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Quality Learning at Cengage 
 
At Cengage, our goal is to create high-quality learning content that guides learners toward deep 
conceptual understanding, not just memorization of facts and procedures. In service of that goal, we 
apply four Quality Learning Principles to the content we create: inclusivity, intentionality, 
authenticity, and personalization. As content creators, it is essential that you understand what each 
principle means, why it’s important for learners, and how to apply it as you develop readings, 
activities, assessments, and other assets. A high-level description of all four principles is provided in 
this table, with a focus on inclusivity. 
 
Inclusivity • Inclusive content recognizes the full range of our learners’ diversity. 


• The framework creates options for how we engage learners, present 
information, and asks learners to demonstrate what they know. 


• Accessibility is part—but not all—of inclusivity. 
Intentionality • In an intentional learning design, every element has a purpose. Nothing is 


“just there.” 
• Every reading, activity, and assessment is created and sequenced to help 


the learner achieve specific objectives. 
Authenticity • Authentic content is related to how the discipline is enacted in the real 


world. 
• Authenticity involves real-world tasks and problem solving, social learning, 


and opportunities to reflect on connections between learning activities and 
the real world. 


Personalization • Personalized learning designs treat the learner like a person. 
• This involves meeting the individual learner’s needs for competence, 


autonomy, and belonging. 
 
For an overview of the Quality Learning Principles, view the Quality Learning Principles for Cengage 
Content Creators video. 
 
Click Here to Return to Top 
 
What Do We Mean When We Say Inclusive? 
Learners come to Cengage with a wide range of experiences and identities, and we want to design 
high-quality inclusive learning experiences that welcome, value, and support all of them. That means 
designing and creating learning experiences that are free of barriers to learning. More specifically, 
we want to ensure that the narrative text, images, and other content that we design contains no 
stereotypes, biased language, or other exclusionary elements. In service of that goal, we aim to 
design learning experiences with diversity, inclusion, and equity in mind. 
 


• Diversity is the expression of the entirety of differences that can be found among humans. 
When we design with diversity in mind, we acknowledge difference and increase 
representation. The desired outcome of this strategy is increased awareness. 


• Inclusion is the practice of actively welcoming all of humanity’s differences into a context or 
situation by inviting and encouraging the full participation of multiple identities and valuing 
their contributions to the community. When we design with inclusion in mind, we value 



https://vimeo.com/349450395/0ce8988c85

https://vimeo.com/349450395/0ce8988c85
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difference and increase participation. The desired outcome of this strategy is increased 
participation. 


• Equity is critically evaluating the systems and processes which may have inadvertently 
created barriers and degrees of disparity between diverse groups of people. When we 
design with equity in mind, we reduce the inequitable outcomes associated with difference 
and gain a better understanding of the root causes of barriers and provide support for those 
who most need it. The desired outcome of this strategy is increased fairness. 


Click Here to Return to Top 


Accessibility 
Accessibility is one aspect of inclusivity. Refer to the General Authoring Guidelines (provided below) 
for details about how to author and produce accessible PowerPoint lecture materials, test banks, 
and Instructor Resource Manuals, as well as other Word files that support teaching. 
 
(NOTE: To view the embedded file below, please be sure that you have opened this document using the 
Microsoft Word app, not the online browser mode.) 
 


General Authoring 
Guidelines.pdf  


 
Click Here to Return to Top 


 
Statement of Inclusivity Goals 
One way to design an inclusive learning experience is to create content that does not intentionally or 
unintentionally introduce barriers to our learners’ ability to engage successfully with the course 
materials. Meeting a student’s individual needs can lead not only to a greater sense of belonging but 
also to better learning outcomes. Content creators can use these inclusivity guidelines to recognize 
the full range of our learners’ diversity in demographics, abilities, and experiences. 
 
Click Here to Return to Top 


Learner-Centric Approach 
Cengage takes a learner-centric approach to content design. As such, authors need to consider their 
target audience and ensure all content is written at the appropriate level for the course. This 
includes being cautious of “expert blind spots” that may exist due to an author’s familiarity with a 
course area/topic, as well as not assuming prior knowledge that learners may not have. If necessary, 
Cengage discipline teams can provide contextualizing course and learner information to help 
authors apply this approach. 
 
Click Here to Return to Top 


Learner Profile 
Our learners’ educational experiences are influenced by the following: 
 


• Invisible disabilities, including neurologically-based processing problems that affect certain 
areas of learning, mental health disorders, medical conditions, and cognitive disabilities—
these can be undiagnosed, known but not self-reported, or disclosed. 


• Sensory disabilities 
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• Physical disabilities 
• Unique backgrounds, perspectives, and experiences 


 
Cengage has developed a group of fictitious, yet realistic, learner profiles to highlight the variety of 
learners who might use Cengage materials. The profiles depicted are not all-encompassing or 
necessarily complete; instead, they are intended to illustrate the range of your potential audience 
and inspire your efforts in creating inclusive materials. Read about these learner profiles in the PDF 
below. 
 
(NOTE: To view the embedded file below, please be sure that you have opened this document using the 
Microsoft Word app, not the online browser mode.) 
 


Inclusive 
Personas.pdf  


Click Here to Return to Top 


Creating Inclusive Examples for Learners 
The following are general guidelines for creating examples that are inclusive: 
 


• Be cautious of constructing scenarios or providing examples in which a fictional person used 
in the example appears as a stereotype. Be cautious about making sweeping statements and 
generalizations about any social group. This includes making personal assumptions based 
on gender, culture, ancestry, age, and other characteristics. 


• Ensure that the names used in examples reflect a culturally diverse student population and a 
balance of male, female, and gender-neutral personas. Some content creators have found 
baby name websites, such as BabyNames.com, to be useful. You may wish to  


o consider using the following construction, which is simple but authentic: "You, your 
friend, a relative, someone you know..." 


o revisit examples to check that they are relevant to current learners of diverse 
backgrounds and are likely to occur as a “real-world” scenario 


• Make sure scenarios are diverse where appropriate, for example, avoid making them all 
sports-related or U.S.-centric. Check carefully for assumptions about common experiences 
(e.g., learning to drive) to eliminate scenarios that may exclude some learners. 


• Ensure that question prompts developed for student reflection, critical thinking, or other 
individual or shared response do not make assumptions of a student’s experience or 
knowledge. 


• Do not assume that your student audience consists primarily of people who are under 25 
years old, or that they have enrolled directly from high school, attend full-time, have no 
professional and/or military experience, or that they do not have life and work 
responsibilities. 


Click Here to Return to Top 
 
Identifying and Managing Implicit Biases 
Uncovering and managing our own implicit biases are integral steps in ensuring that we have 
inclusive content with appropriate support structures for learners. Although this doesn't happen 
simply or quickly, it’s worth our time and attention because it gets Cengage closer to its ultimate 
goal—providing all learners with the opportunity to succeed and to achieve their educational goals. 
 



https://www.babynames.com/Names/search.php

https://www.babynames.com/Names/search.php
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Let’s start with two important points about implicit biases. First, everyone has them. Second, they 
form at an unconscious level. They don’t represent our stated intentions, values, or beliefs, but they 
can have a significant impact on how we view other people, how we act, and the decisions we make, 
so it’s important to take an honest look at what our biases are and how they might be influencing 
what we do. 
 
So, how do you prevent implicit bias from affecting your work? First, slow down. Be thoughtful and 
pay attention to the criteria that you’re using to make any given decision. The second thing we can 
do to lessen the impact of implicit bias is to ask others for their thoughts on the decisions we make. 
Studies have shown that we’re more likely to exhibit bias when there is no check on the results of 
our decisions. 
 
To learn more about implicit bias, Cengage recommends the following resources: 
 


• Video: We All Have Implicit Biases. What Can We Do About It? Dushaw Hockett, TEDTalk 
• Implicit Association Tests (IAT): Project Implicit, Harvard University 


 


Click Here to Return to Top 


Guidelines for Inclusive Language 
 
Parts of this guide present bias-free and inclusive language recommendations from the American 
Psychological Association (APA), and credit is provided in those instances. The APA approach to 
language guidelines is the result of human psychology research and is unmatched in terms of its 
breadth and depth. For these reasons, a Cengage team of content, learning, and subject matter 
experts that represent a wide range of disciplinary perspectives has designated the APA guidelines 
as the best single reference on language to inform the development of our products.  
 
The sections of these inclusivity guidelines that present the APA guiding principles and group-
specific suggestions are most relevant to our content partners in aiding them in writing content that 
is culturally, socially, economically, politically, and physically sensitive. As you read about inclusive 
language, keep in mind that  the recommendations are not comprehensive or definitive because 
language is constantly evolving. All language changes to reflect the values of society. For this reason, 
we have provided a link to access the most up-to-date language recommendations available on the 
APA website.  
 
You can build from these guidelines by remaining curious, seeking out information from diverse and 
authoritative sources (many of which are referenced here), and asking appropriate questions about 
what language might mean to others and inquiring into others’ experiences, needs, and concerns. 
 
Click Here to Return to Top 


 
General Principles for Reducing Bias 
The following are general principles for writing about all people and their personal characteristics 
without bias: 
 



https://youtu.be/kKHSJHkPeLY

https://implicit.harvard.edu/implicit/education.html
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• Describe at the Appropriate Level of Specificity: When you refer to a person or persons, 
choose words that are accurate, clear, and free from bias or prejudicial connotations. Bias, like 
inaccurate or unclear language, can be a form of imprecision. For example, using “man” to refer 
to all human beings is not as accurate or inclusive as using the terms “individuals,” “people,” or 
“persons.” 


• Focus on Relevant Characteristics: Be mindful that you only describe relevant characteristics. 
Although it is possible to describe a person’s age, disability, gender identity, racial and ethnic 
identity, sexual orientation, socioeconomic status, or other characteristic without bias, it is not 
always necessary to include all of this information. 


• Be Appropriately Specific: Once you have determined which characteristics to describe, choose 
terms that are appropriately specific. (Examples of bias-free language are provided in the tables 
presented for each group in the sections that follow.)  


• Be Sensitive to Labels: Respect the language people use to describe themselves. Because 
language changes with time, and individuals within groups sometimes disagree about the 
designations they use to refer to themselves, we should make an effort to determine what’s 
appropriate and respectful and refer to people as they would choose. Consideration of label use 
in content is critical because labels can dehumanize, rob people of their individuality and 
perpetuate harmful stereotypes.  


• Avoid False Hierarchies: Compare groups with care. Bias occurs when authors use one group 
(often their own group) as the standard against which others are judged (e.g., using citizens of 
the United States as the standard without specifying why that group was chosen). For example, 
usage of “normal” may prompt readers to make the comparison with “abnormal,” thus 
stigmatizing individuals with differences. Be aware that the order of social group presentation 
may imply that the first-mentioned group is the norm or standard and that later-mentioned 
groups are abnormal or deviant. Thus, the phrases “men and women” and “White Americans 
and racial minorities” subtly reflect the perceived dominance of men and White people over 
other groups. (Furthermore, listing specific racial minority groups is preferable to writing about 
racial minorities in general. Explore more about this on the Racial and Ethnic Identity page at the 
APA website.) 


 
Note: Specific terms and language usage are dynamic, so be sure to review General Principles for 
Reducing Bias at the APA website for additional guidance on incorporating bias-free language. 
 


Click Here to Return to Top 


Racial and Ethnic Identity 
Terms used to refer to racial and ethnic groups continue to change over time. One reason for this is 
simply personal preference; preferred designations are as varied as the people they name. Another 
reason is that designations can become dated over time and may hold negative connotations. When 
describing racial and ethnic groups, be appropriately specific and sensitive to issues of labeling as 
described in General Principles for Reducing Bias at the APA website. 
 
Race refers to physical differences that groups and cultures consider socially significant. For 
example, people might identify their race as Aboriginal, African American or Black, Asian, 
European American or White, Native American, Native Hawaiian or Pacific Islander, Māori, or 
some other race. Ethnicity refers to shared cultural characteristics such as language, ancestry, 
practices, and beliefs. For example, people might identify as Latino or another ethnicity. Be clear 



https://apastyle.apa.org/style-grammar-guidelines/bias-free-language/racial-ethnic-minorities

https://apastyle.apa.org/style-grammar-guidelines/bias-free-language/general-principles

https://apastyle.apa.org/style-grammar-guidelines/bias-free-language/general-principles

https://apastyle.apa.org/style-grammar-guidelines/bias-free-language/general-principles

https://apastyle.apa.org/style-grammar-guidelines/bias-free-language/general-principles
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about whether you are referring to a racial group or to an ethnic group. Race is a social construct 
that is not universal, so one must be careful not to impose racial labels on ethnic groups. For all 
groups, it is preferable to be more specific about regional origin or national origin whenever 
possible. For example, Southern European, South Korean, Indonesia, Nigerian, Irish, Costa Rican. 
(American Psychological Association [APA], n.d.).  
 
Note: Do not refer to racial or ethnic identity simply to promote diversity in content. Unless either 
is critical to the learning content, any references to race or ethnicity should be removed. For 
example, it would be appropriate to refer to Black people in a chapter about the 1921 Tulsa 
Massacre because it is critical to the learning content. In contrast, it would be inappropriate to 
refer to Black people in a chapter about note-taking techniques because neither race nor ethnicity 
is critical to the learning content.  
 
Click Here to Return to Top 


Terms for Specific Racial or Ethnic Groups 
Designations for specific ethnic and racial groups are described next. The examples provided in 
the table, both preferred and problematic, are far from exhaustive but illustrate some of the 
complexities of labeling. 
 
Group* Preferred Problematic 
People of African Origin • Black 


• African American (should not be used as an 
umbrella term for people of African ancestry 
worldwide) 


• Negro 
• Afro-American 


People of Asian Origin • Asian 
• Asian American 
• Asian Canadian 


• Oriental 


People of European Origin • White 
• European American 


• Caucasian 


Indigenous Peoples 
Around the World 


• People 
• Nation 
• Indigenous Peoples 
• Native (North) American 
• First Nations People 


• Tribe 
• Indians 
• Eskimo 


People of Middle Eastern 
Origin 


• Use the nation of origin  


People of Hispanic or 
Latinx Ethnicity 


• Hispanic 
• Latino/Latina/Latin@/Latinx 


 


(American Psychological Association [APA], n.d.) 
 
Please refer to the Racial and Ethnic Identity Appendix at the end of these guidelines for additional 
context and explanatory comments. 
 
Click Here to Return to Top 
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Other Examples of Bias-Free Language 
In addition to being specific about ethnic and racial groups, it is also important to have parallel 
comparisons among groups, avoid essentialism, and take care when writing about “minorities.” The 
preferred and problematic examples provided in this table illustrate some of the complexities of 
labeling. 
 
Preferred Problematic 
• Blacks and Whites 
• African Americans and European Americans 


• African Americans and Whites 
• White Americans and racial minorities 


• Avoid essentialism • the Black race 
• the White race 


• People of color 
• Underrepresented groups 


• Minorities 


• Economically marginalized 
• Economically exploited 


• Underprivileged 


(American Psychological Association [APA], n.d.) 
 
Refer to Appendix items Parallel Comparisons Among Groups, Avoiding Essentialism, and Writing 
About “Minorities” at the end of these guidelines for additional context and explanatory comments. 
 
Note: For more information, visit the Racial and Ethnic Identity page at the APA website. 
 


Click Here to Return to Top 


Age 
 
Terms for Different Age Groups 
Different terms are used for individuals of different ages, and these terms are often gendered. 
This table lists some examples of preferred terms. 
 
Age Preferred 
Any Person, individual 
12 years and younger Infant, child, girl, boy, transgender girl, transgender boy, etc. 
13 years to 17 years Adolescent, young person, youth, young woman, young man, female 


adolescent, male adolescent, etc. 
18 years and older Adult, woman, man, transgender man, trans man, etc. 
Boys and men/girls and women Males/females 
Older adults Older persons, older people, older adults, older patients, older 


individuals, persons 65 years and older. Avoid seniors, senior 
citizens, elderly, the aged, aging dependents, senile, etc. 


(American Psychological Association [APA], n.d.) 
 
Refer to the Age Appendix at the end of these guidelines for additional context and explanatory 
comments. 
 
Note: For more details, visit the Age page at the APA website. 



https://apastyle.apa.org/style-grammar-guidelines/bias-free-language/racial-ethnic-minorities

https://apastyle.apa.org/style-grammar-guidelines/bias-free-language/gender

https://apastyle.apa.org/style-grammar-guidelines/bias-free-language/age
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Click Here to Return to Top 


Socioeconomic Status 
Socioeconomic status (SES) encompasses not only income but also educational attainment, 
occupational prestige, subjective perceptions of social status and social class, quality of life 
attributes, and opportunities afforded to people within society.  
 
Click Here to Return to Top 


 
Examples of Bias-Free Language 
The following examples of bias-free language for socioeconomic status show both preferred and 
problematic terms and usage. The examples provided are far from exhaustive but serve to illustrate 
some of the complexities of labeling. In general, avoid using broad, pejorative, and generalizing 
terms to discuss SES. Be specific and use parallel comparisons among groups. 
 
SES description category Preferred Problematic 
Legal status • individuals who are undocumented, people 


who are undocumented 
• undocumented people, undocumented 


children, undocumented adults 
• undocumented Bulgarians 
• DACA students undocumented workers 
• people who lack documents required for 


legal immigration 


• the undocumented 
• illegal aliens 
• illegal immigrants 


Income • people whose incomes are below the 
federal poverty threshold  


• people whose self-reported income were in 
the lowest income bracket 


• the poor 
• low-class people  
• poor people  


Housing status 
 


• people experiencing homelessness, youth 
experiencing homelessness people who are 
homeless 


• people who are living in a place not meant 
for human habitation, in emergency shelter, 
or in transitional housing 


• people without fixed, regular, or adequate 
nighttime residence low-income housing, 
low-income areas of the city 


• the homeless 
• the projects, the 


ghetto, the inner city 


Government assistance 
 


• mothers who receive TANF benefits 
• people who are unable to work because of a 


disability  
• families whose main income is from TANF 


benefits 


• welfare mothers  
• welfare reliant 


Educational attainment 
 


• people who have completed 10th grade  • high-school dropouts  
• achievement gap 
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SES description category Preferred Problematic 
• people with less than a high-school 


education  
• opportunity gap 


 


(American Psychological Association [APA], n.d.) 
Refer to the Socioeconomic Status Appendix at the end of these guidelines for additional context 
and explanatory comments. 
 
Note: For more details, visit the Socioeconomic Status page at the APA website. 
 
Click Here to Return to Top 


Intersectionality 
 
When authors write about personal characteristics, they should be sensitive to intersectionality—
that is, to the way in which individuals are shaped by and identify with a vast array of cultural, 
structural, sociobiological, economic, and social contexts (Howard & Renfrow, 2014). 
Intersectionality is a paradigm that addresses the multiple dimensions of identity and social 
systems as they intersect with one another and relate to inequality, such as racism, genderism, 
heterosexism, ageism, and classism, among other variables (APA, 2017b). Thus, individuals are 
located within a range of social groups whose structural inequalities can result in marginalized 
identities (American Psychological Association [APA], n.d.). 
 
Note: For more details, visit the Intersectionality page at the APA website. 
 


Click Here to Return to Top 


Disability 
Disability is a broad term that is defined in both legal and scientific ways and encompasses physical, 
psychological, intellectual, and socioemotional impairments. The members of some groups of 
people with disabilities—effectively subcultures within the larger culture of disability—have specific 
ways of referring to themselves that they would prefer others to adopt. When you use the disability 
language choices made by groups of disabled individuals, you honor their preferences. The overall 
principle for using disability language is to maintain the integrity, worth, and dignity of all 
individuals. The language to use where disability is concerned is evolving. Authors who write about 
disability are encouraged to use terms and descriptions that both honor and explain person-first 
and identity-first perspectives. Use person-first or identity-first language as is appropriate for the 
community or person being discussed. The language used should be selected with the 
understanding that people’s expressed preferences regarding identification supersede matters of 
style. 
 
Click Here to Return to Top 


  



https://apastyle.apa.org/style-grammar-guidelines/bias-free-language/socioeconomic-status
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Examples of Bias-Free Language 
The following examples of bias-free language for disability show both preferred and problematic 
examples. 
 
Group or category Preferred  Problematic 
General • person with a disability, person who 


has a disability disabled person 
• person with a mental illness  
• people with intellectual disabilities 
• child with a congenital disability  
• child with a birth impairment 
• physically disabled person, person with 


a physical disability 


• special needs  
• physically challenged 
• mentally challenged 


mentally retarded mentally 
ill  


• handi-capable 
 


Deaf or hard-of-hearing 
people 
 


• Deaf person 
• hard-of-hearing person, person who is 


hard-of-hearing, Deaf-Blind person* 
• (Note: Most Deaf or Deaf-Blind 


individuals culturally prefer to be called 
Deaf or Deaf-Blind (capitalized) rather 
than “hearing-impaired,” “people with 
hearing loss,” and so forth.) 


• person with deafness, 
person who is deaf 


• hearing-impaired person, 
person who is hearing 
impaired person with 
hearing loss 


• person with deafness and 
blindness 


Blind people or people 
who are visually impaired 
 
 


• blind person 
• visually impaired person, vision-


impaired person 
• person who is blind 
• person who is visually impaired, person 


who is vision impaired 


• visually challenged person 
sight-challenged person  


• person with blindness  


Use of pictorial metaphors, 
negativistic terms and slurs 
 
 


• wheelchair user, person in a 
wheelchair, person with AIDS 


• person with a traumatic brain injury 
• person with a physical disability, person 


with a mental illness 
• person with alcohol use disorder, 


person with substance use disorder 


• wheelchair-bound person  
• AIDS victim 
• brain damaged 
• cripple, invalid, defective, 


nuts alcoholic, meth addict 


(American Psychological Association [APA], n.d.) 
 
Refer to the Disability Appendix at the end of these guidelines for additional context. 
 
Note: For more details, visit the Disability page at the APA website. 
 


Click Here to Return to Top 
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Gender 
Gender offers an added layer of specificity when interpreting patterns or phenomena of human 
behavior. However, the terms related to gender and sex are often conflated, making precision 
essential to writing about gender and/or sex without bias. The language related to gender 
identity and sexual orientation has also evolved rapidly, and it is important to use the terms 
people use to describe themselves. 
 


Click Here to Return to Top 


Gender Versus Sex 
Gender refers to the attitudes, feelings, and behaviors that a given culture associates with a 
person's biological sex (APA, 2012). Gender is a social construct and a social identity. Use the term 
“gender” when referring to people as social groups. Sex refers to biological sex assignment; use the 
term “sex” when the biological distinction of sex assignment (e.g., sex assigned at birth) is 
predominant. Using “gender” instead of “sex” also avoids ambiguity over whether “sex” means 
“sexual behavior.”  
 
Click Here to Return to Top 


Gender Identity 
Gender identity is a component of gender that describes a person's psychological sense of their 
gender. Many people describe gender identity as a deeply felt, inherent sense of being a boy, a 
man, or male; a girl, a woman, or female; or a nonbinary gender (e.g., genderqueer, gender- 
nonconforming, gender-neutral, agender, gender-fluid) that may or may not correspond to a 
person's sex assigned at birth, presumed gender based on sex assignment, or primary or 
secondary sex characteristics.  
 
Click Here to Return to Top 


Transgender and Gender-Nonconforming People 
Transgender is used as an adjective to refer to persons whose gender identity, expression, and/or 
role does not conform to what is culturally associated with their sex assigned at birth. Some 
transgender people hold a binary gender, such as man or woman, but others have a gender 
outside of this binary, such as gender-fluid or nonbinary. Individuals whose gender varies from 
presumptions based on their sex assigned at birth may use terms other than “transgender” to 
describe their gender, including “gender-nonconforming,” “genderqueer,” “gender-nonbinary,” to 
name a few. Diverse identity terms are used by transgender and gender-nonconforming (TGNC) 
people, and “TGNC” is a generally agreed-upon umbrella term. These terms are generally used in 
an identity-first way (e.g., “transgender people,” “TGNC people”). Be sure to use identity labels that 
are in accordance with the stated identities of the people you are describing, and clearly define 
how you are using such identity labels within your writing.  
 
Click Here to Return to Top 
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Gender and Noun Usage 
Refer to all people, including transgender people, by the name they use to refer to themselves, 
which may be different from their legal name or the name on their birth certificate, keeping in 
mind provisions for respecting confidentiality. Likewise, to reduce the possibility of stereotypic 
bias and avoid ambiguity, use specific nouns to identify people or groups of people. 
 
Click Here to Return to Top 


 
Gender and Pronoun Usage 
Pronoun usage requires specificity and care on the author's part. It’s best not to refer to the 
pronouns that transgender and gender-nonconforming people use as “preferred pronouns” 
because this implies a choice about one's gender. Use the terms “identified pronouns,” “self-
identified pronouns,” or “pronouns” instead. When writing about a known individual, use that 
person's identified pronouns. Some individuals use “they” as a singular pronoun; some use 
alternative pronouns (see the Gender Appendix for more pronoun information). When referring to 
individuals whose identified pronouns are not known or when the gender of a generic or 
hypothetical person is irrelevant within the context, use the singular "they" to avoid making 
assumptions about an individual's gender. (Visit the APA's Singular “They” page for more guidance.) 
Sexist bias can occur when pronouns are used carelessly, as when the pronoun “he” is used to 
refer to all people. 
 
Click Here to Return to Top 


 
Examples of Bias-Free Language 
The following examples of bias-free language for gender show both preferred and 
problematic terms and usage. 
 
Category Preferred  Problematic 
Differentiation of gender 
from sex 
 


• It was participants' gender (whether they 
were women, men, or nonbinary), not 
their sexual orientation, that affected 
number of friendships. 


• It was participants' sex 
(whether they were 
women, men, or 
nonbinary), not their 
sexual orientation, that 
affected number of 
friendships. 


Discussion of humans in 
general 
 
 


• people, humanity, human beings, 
humankind, human species  


• staff a project, hire personnel, employ 
staff 


• user–system interface, person–system 
interface, human–computer interface 
workforce, personnel, workers, human 
resources 


• the search for knowledge 


• man, mankind  
• man a project 
• man–machine interface 
• manpower 
• man's search for 


knowledge 
 


Use of “males” and 
“females” as nouns 


• men, women, boys, girls • males, females 
 



https://apastyle.apa.org/style-grammar-guidelines/grammar/singular-they
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Category Preferred  Problematic 
 
 
 


• cisgender men, cis men, cisgender 
women, cis women, cis people, cis allies 


• transgender men, trans men, transgender 
women, trans women, transgender 
people, trans people gender-fluid people, 
gender-nonconforming people, gender-
expansive people, gender-creative 
people, agender people, bigender people, 
genderqueer people 


• individuals, adults, children, adolescents, 
people, humans 


Discussion of a generic 
person 


• The client is usually the best judge of the 
value of counseling. 


• The client is usually the best judge of the 
value of their counseling. 


• Clients are usually the best judges of the 
value of the counseling they receive. 


• The best judge of counseling is usually 
the client. 


• The client is usually the 
best judge of the value of 
his counseling. 


• The client is usually the 
best judge of the value of 
his or her counseling. 


 


Respect for pronouns 
 


• identified pronouns 
• self-identified pronouns  


• preferred pronouns 
 


Specifying gender when it 
is not relevant 
 


• doctor, physician 
• nurse 


• female doctor, female 
physician male nurse 


Use of gendered 
terminology 
 


• parenting 
• nurturing [or specify exact behavior] 


• mothering 


Use gender-neutral 
terminology when 
available and appropriate 


• research scientists and their spouses 
 


• research scientists and 
their wives 


 


Use of gendered 
occupational titles 
 


• supervisor or superintendent 
• postal worker or letter carrier 
• homemaker 
• selling ability 
• flight attendant 
• server 
• chairperson* 
 
*See Appendix at the end of these guidelines 
for additional information related to the term 
chairman. 


• foreman 
• housewife 
• mailman 
• salesmanship 
• stewardess 
• waitress 
• chairman 
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Category Preferred  Problematic 
Use of adjectives in a 
gendered context 


• cautious men and women, cautious 
people 


• timid men and women, timid people 


• cautious men and timid 
women 


Parallel description of 
participants 


• women and men • girls and men 


Comparison of sexes and 
genders or descriptions of 
couples (avoid terms that 
imply binaries) 
 


• another sex 
• another gender 
• mixed-gender couples 


• opposite sex 
• opposite gender 
• opposite-gender couples 


(American Psychological Association [APA], n.d.) 
 
Refer to the Gender Appendix at the end of these guidelines for additional context and explanatory 
comments.  
 
Note: For more details, visit the Gender page at the APA website. 
 


Click Here to Return to Top 


Sexual Orientation 
Sexual orientation is a part of individual identity that includes “a person’s sexual and emotional 
attraction to another person and the behavior and/or social affiliation that may result from this 
attraction” (APA, 2015a, p. 862). Use the term “sexual orientation” rather than “sexual preference,” 
“sexual identity,” or “sexual orientation identity.” All people choose their partners regardless of their 
sexual orientation; however, the orientation itself is not a choice. Sexual orientation can be 
conceptualized first by the degree to which a person feels sexual and emotional attraction. Second, 
sexual orientation can be conceptualized as having a direction. 
 


Click Here to Return to Top 


 
Terms for Sexual Orientation 
Some examples of sexual orientation are lesbian, gay, heterosexual, straight, asexual, bisexual, 
queer, polysexual, and pansexual (also called multisexual and omnisexual). Definitions of sexual 
orientation are evolving. Use specific, identity-first terms to describe people’s sexual orientation 
(e.g., bisexual people, queer people). These specific terms refer primarily to identities and to the 
culture and communities that have developed among people who share those identities. 
Use the umbrella term “sexual and gender minorities” to refer to multiple sexual and/or gender 
minority groups. Abbreviations such as LGBTQ, LGBTQ+, LGBTQIA, and LGBTQIA+ may also be 
used to refer to multiple groups. When using specific terms for orientations, define them if there is 
ambiguity. For example, the adjective “gay” can be interpreted broadly, to include all genders, or 
more narrowly, to include only men, so define “gay” when you use it in your work, or use the 
phrase “gay men” to clarify the usage. By convention, the term “lesbians” is appropriate to use 
interchangeably with “lesbian women,” but “gay men” or “gay people” should be used, not “gays.”  
 



https://apastyle.apa.org/style-grammar-guidelines/bias-free-language/gender





Cengage Inclusivity Guidelines 
 


© Cengage Learning 2020 
(Last revised 09/29/2020)  P a g e  | 22 


Click Here to Return to Top 


Examples of Bias-Free Language 
The following examples of bias-free language for sexual orientation show both preferred and 
problematic terms and usage. 
 
Category Preferred Problematic 
Use of “homosexual” • The sample consisted of 200 gay male 


adolescents. 
• The sample consisted of 100 gay male 


adolescents and 100 lesbian adolescents. 
• The sample consisted of 80 gay male 


adolescents, 95 lesbian adolescents, and 
25 gender-fluid pansexual adolescents. 


• The sample consisted 
of 200 adolescent 
homosexuals. 


Use of “homosexuality” 
  


• Participants were asked about the 
experience of being a lesbian woman or 
a gay man. 


• Participants were asked about the 
experience of their sexual orientation. 


• Participants were 
asked about their 
homosexuality. 


 


Differentiation of sexual 
orientation from sexual 
behavior 


• The women reported female–female 
sexual fantasies. 


• The women reported 
lesbian sexual 
fantasies. 


 
Description of sexual 
behavior 
  


• participants who had engaged in penile–
vaginal intercourse 


• participants who had sex with another 
person 


 
(Note: The first preferred example specifies 
the kind of sexual activity; the second 
preferred example avoids the assumption of 
heterosexual orientation.) 


• participants who had 
engaged in sexual 
intercourse 


 


Description of marital 
status 


• Ten participants were married and living 
together, four were unmarried and living 
with partners, and one was unmarried 
and living alone. 


 
(Note: The preferred example increases 
specificity and acknowledges that legal 
marriage is only one form of committed 
relationship.) 


• Ten participants were 
married, and five were 
single. 


(American Psychological Association [APA], n.d.) 
 
Refer to the Sexual Orientation Appendix at the end of these guidelines for additional context and 
explanatory comments. 
 
Note: For more details, visit the Sexual Orientation. page at the APA website. 
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Notes for Copy Editors 
Deliberate and critical content review is an essential practice that must be conducted to ensure 
content quality. We encourage a collaborative approach to this process, one in which authors and 
copy editors seek out each other’s perspectives, advice, and more information. The specific 
recommendations for language usage presented in this guide originate from the APA standards, and 
have been vetted by a team of content, learning, and subject matter experts that represent a wide 
range of disciplinary perspectives. We acknowledge that specific terms are not fixed and that 
designing for inclusivity is a deliberate and iterative process, and we do not wish to impose a set of 
hard and fast rules. Instead, we urge all content creators to become familiar with the APA standards 
and approach content review from a critical and learner-centric orientation. 
 
In addition to the APA guidelines linked and set forth throughout this document, and depending on 
the needs of the discipline, the Chicago Manual of Style (CMS) and The Associated Press Stylebook are 
invaluable resources for usage guidelines. The Chicago sections on peoples and bias-free language 
are particularly helpful. Copy editors should be familiar with these style guides and consult them 
frequently when reviewing manuscripts. Although these sources are authoritative and updated 
regularly, we also appreciate that language is dynamic and context-bound and, therefore, 
sometimes breaking the rules is appropriate, all of which underscores the need to commit to an 
ongoing dialogue. 
 
We request that copy editors do the following: 
 
• Read for bias and query the authors about their intent as needed. 
• Check for general alignment with these guidelines in regard to linguistic inclusivity, and query 


the CMS (or project manager) and authors about areas where deviation might be appropriate. 
• See additional notes on language usage and mechanics in the Appendices at the end of these 


guidelines. 
 


Click Here to Return to Top 


Additional Notes on Spelling and Capitalization of Racial and Ethnic Terms 
Racial and ethnic groups are designated by proper nouns and are capitalized. Therefore, use “Black” 
and “White” instead of “black” and “white” (do not use colors to refer to other human groups; doing 
so is considered pejorative). Likewise, capitalize terms such as “Native American,” “Hispanic,” and so 
on. Capitalize “Indigenous” and “Aboriginal” whenever they are used. Capitalize “Indigenous People” 
or “Aboriginal People” when referring to a specific group (e.g., the Indigenous Peoples of Canada), 
but use lowercase for “people” when describing persons who are Indigenous or Aboriginal (e.g., “the 
authors were all Indigenous people but belonged to different nations”). Do not use hyphens in 
multiword names, even if the names act as unit modifiers (e.g., write “Asian American participants,” 
not “Asian-American participants”). If people belong to multiple racial or ethnic groups, the names of 
the specific groups are capitalized, but the terms “multiracial,” “biracial,” “multi-ethnic,” and so on are 
lowercase. 
 
Click Here to Return to Top 
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Additional Notes on “They” as a Singular Pronoun 
The increasingly common usage of they and its inflected forms (their, theirs, them, themselves, 
themself) as singular pronouns has been driven in part by a widespread cultural desire to render 
American English more inclusive. Copy editors, in particular, may find the following summary of 
other style guides’ treatments useful: 
 
Chicago Manual of Style (CMS) 


Allows for use of singular they if a person does not identify as male or female. 
● CMS will also allow themself in a similar situation: 


○ "Themself (like yourself) may be used to signal the singular antecedent 
(though some people will prefer themselves).” 


● CMS recognizes that the language is changing but does not yet give broad 
permission for a singular they unless it is meant to denote someone who rejects 
the gendered pronouns. 


○ “They and their have become common in informal usage, but neither is 
considered fully acceptable in formal writing, though they are steadily 
gaining ground. For now, unless you are given guidelines of the contrary, be 
wary of using these forms in a singular sense.” 


Source: Article: Stylebooks finally embrace the single ‘they’ 
 


The Associated Press (AP)  
They/them/their is acceptable in limited cases as a singular and/or gender-neutral pronoun, 
when alternative wording is overly awkward or clumsy. However, rewording usually is 
possible and always is preferable. Clarity is a top priority; gender-neutral use of a singular 
they is unfamiliar to many readers. They do not use other gender-neutral pronouns such as 
xe or ze. In stories about people who identify as neither male nor female or ask not to be 
referred to as he/she/him/her: Use the person’s name in place of a pronoun, or otherwise 
reword the sentence, whenever possible. If they/them/their use is essential, explain in the 
text that the person prefers a gender-neutral pronoun. 
 
Source: Article: The singular, gender-neutral ‘they’ added to the Associated Press Stylebook 


 


Click Here to Return to Top 


Note on Capitalization of "Deaf" and "Deaf-Blind" 
Most Deaf or Deaf-Blind individuals culturally prefer these terms to be capitalized. 
  



https://www.cjr.org/language_corner/stylebooks-single-they-ap-chicago-gender-neutral.php

https://www.cjr.org/language_corner/stylebooks-single-they-ap-chicago-gender-neutral.php

https://www.washingtonpost.com/news/morning-mix/wp/2017/03/28/the-singular-gender-neutral-they-added-to-the-associated-press-stylebook/?utm_term=.71a3aced98c3
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Guidelines for Inclusive Media 
 
When writing captions for, or using, images and media, we aim to use examples that reflect a broad 
range of identities and perspectives. As you revise and create content, we ask that you are conscious 
of your approach, consider the breadth and diversity of students’ experiences, and carefully 
evaluate how you represent and describe people in image captions.  
 
As you review the image program and consider the selections you’d like to add or replace, please 
keep in mind the following touchstones: 
 
• Diversity—reflecting the world that students see 
• Materiality—making things more “real,” especially in historical contexts 
• Dynamism—capturing a moment in time rather than something static and posed 


 


Click Here to Return to Top 


Inclusivity Considerations in Scholarship Referenced and Research Highlighted 
Keep inclusivity in mind while revising, particularly if diversity of voices represented in scholarship is 
an issue. Make an effort to seek out emergent perspectives, and as you incorporate this scholarship, 
be sure to update works cited and resources (within the narrative, in features, and in the end-of-
chapter suggested reading and web resources section, and elsewhere that might be relevant).  
 


Click Here to Return to Top 


Universal Design for Learning (UDL) 
 
Designing for inclusivity involves adding models of inclusive language, behavior, and attitudes, and 
using multiple and diverse examples. For this reason, Cengage integrates the Universal Design for 
Learning (UDL) framework in its design process. 
 
The comprehensive, regularly updated UDL Guidelines are available on the CAST website. CAST is a 
nonprofit education research and development organization that works to expand learning 
opportunities for all individuals through Universal Design for Learning. The team that has developed 
the UDL Guidelines includes about 40 educators, learning scientists, instructional designers, literacy 
experts, policy analysts, UX and graphic designers, software engineers, and administrative and 
executive staff.  
 
The UDL Guidelines are not meant to be a prescription, but rather a set of suggestions that can be 
applied to reduce barriers and maximize learning opportunities for all learners. They can be mixed 
and matched according to specific project goals and can be applied to particular content areas and 
contexts. 
 
As a content creator, you will likely find that your project is already incorporating some aspects of 
these guidelines; however, barriers to the learning goal may still be present. Please consider the 
UDL Guidelines as a tool to support the development of a shared language in the design of materials 
that lead to accessible, meaningful, and challenging learning experiences for all. 
 



http://udlguidelines.cast.org/
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Of the UDL framework, Representation Guideline 2 (Language & Symbols) and Representation 
Guideline 3 (Comprehension) are likely the most relevant for content creation at Cengage. Review 
the detailed consideration for them on the Representation page in the UDL section of the CAST 
website. 
 


Click Here to Return to Top 


  



http://udlguidelines.cast.org/representation
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Appendices 
 
These appendices provide further specificity about inclusive language recommendations from the 
APA for content contributors who require or would benefit from additional context. 
 
Racial and Ethnic Identity Appendix 
People of African Origin 
When writing about people of African ancestry, several factors inform the appropriate terms to 
use. People of African descent have widely varied cultural backgrounds, family histories, and 
family experiences. Some will be from Caribbean islands, Latin America, various regions in the 
United States, countries in Africa, or elsewhere. Some American people of African ancestry prefer 
“Black,” and others prefer “African American”; both terms are acceptable. However, “African 
American” should not be used as an umbrella term for people of African ancestry worldwide 
because it obscures other ethnicities or national origins, such as Nigerian, Kenyan, Jamaican, or 
Bahamian; in these cases use “Black.” The terms “Negro” and “Afro-American” are outdated; 
therefore, their use is generally inappropriate. 
 
Click Here to Return to Top 


People of Asian Origin 
When writing about people of Asian ancestry from Asia, the term “Asian” is appropriate; for people 
of Asian descent from the United States or Canada, the appropriate term is “Asian American” or 
“Asian Canadian,” respectively. It is problematic to group “Asian” and “Asian American” as if they 
are synonymous. This usage reinforces the idea that Asian Americans are perpetual foreigners. 
“Asian” refers to Asians in Asia, not in the United States, and should not be used to refer to Asian 
Americans. 
 
The older term “Oriental” is primarily used to refer to cultural objects such as carpets and is 
pejorative when used to refer to people. To provide more specificity, “Asian origin” may be divided 
regionally, for example, into South Asia (including most of India and countries such as 
Afghanistan, Pakistan, Bangladesh, and Nepal), Southeast Asia (including the eastern parts of India 
and countries such as Vietnam, Cambodia, Thailand, Indonesia, and the Philippines), and East Asia 
(including countries such as China, Vietnam, Japan, South Korea and North Korea, and Taiwan). 
The corresponding terms (e.g., East Asian) can be used; however, refer to the specific nation or 
region of origin when possible. 
 
Click Here to Return to Top 


People of European Origin 
When writing about people of European ancestry, the terms “White” and “European American” are 
acceptable. Adjust the latter term as needed for location, for example, “European,” “European 
American,” and “European Australian” for people of European descent living in Europe, the United 
States, and Australia, respectively. The use of the term “Caucasian” as an alternative to “White” or 
“European” is discouraged because it originated as a way of classifying White people as a race to 
be favorably compared with other races. As with all discussions of race and ethnicity, it is 
preferable to be more specific about regional (e.g., Southern European, Scandinavian) or national 
(e.g., Italian, Irish, Swedish, French, Polish) origin when possible. 
Click Here to Return to Top 
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Indigenous Peoples Around the World 
When writing about Indigenous Peoples, use the names that they call themselves. In general, refer 
to an Indigenous group as a “people” or “nation” rather than as a “tribe.” In North America, the 
collective terms “Native American” and “Native North American” are acceptable (and may be 
preferred to “American Indian”). “Indian” usually refers to people from India. Specify the nation or 
people if possible (e.g., Cherokee, Navajo, Sioux). 
 
• Hawaiian Natives may identify as “Native American,” “Hawaiian Native,” “Indigenous Peoples 


of the Hawaiian Islands,” and/or “Pacific Islander.” 
• In Canada, refer to the Indigenous Peoples collectively as “Indigenous Peoples” or “Aboriginal 


Peoples” (International Journal of Indigenous Health, n.d.); specify the nation or people if 
possible (e.g., People of the First Nations of Canada, People of the First Nations, or First 
Nations People; Métis; Inuit). 


• In Alaska, the Indigenous People may identify as “Alaska Natives.” The Indigenous Peoples in 
Alaska, Canada, Siberia, and Greenland may identify as a specific nation (e.g., Inuit, Iñupiat). 
Avoid the term “Eskimo” because it may be considered pejorative. 


• In Latin America and the Caribbean, refer to the Indigenous Peoples collectively as “Indigenous 
Peoples” and by name if possible (e.g., Quechua, Aymara, Taíno, Nahuatl). 


• In Australia, the Indigenous Peoples may identify as “Aboriginal People” or “Aboriginal 
o Australians” and “Torres Strait Islander People” or “Torres Strait Island Australians.” 


Refer to specific groups when people use these terms to refer to themselves (e.g., 
Anangu Pitjantjatjara, Arrernte). 


• In New Zealand, the Indigenous People may identify as “Māori” or the “Māori people” (the 
proper spelling includes the diacritical macron over the “a”). 


For information on citing the Traditional Knowledge or Oral Traditions of Indigenous Peoples as 
well as the capitalization of terms related to Indigenous Peoples, see Section 8.9 of the Publication 
Manual of the American Psychological Association. 
 
Click Here to Return to Top 


People of Middle Eastern Origin 
When writing about people of Middle Eastern and North African (MENA) descent, state the nation 
of origin (e.g., Iran, Iraq, Egypt, Lebanon, Israel) when possible. In some cases, people of MENA 
descent who claim Arab ancestry and reside in the United States may be referred to as “Arab 
Americans.” In all cases, it is best to allow individuals to self-identify. 
 
Click Here to Return to Top 


People of Hispanic or Latinx Ethnicity 
When writing about people who identify as Hispanic, Latino (or Latinx, etc.), Chicano, or another 
related designation, authors should consult with their participants to determine the appropriate 
choice. Note that “Hispanic” is not necessarily an all-encompassing term, and the labels “Hispanic” 
and “Latino” have different connotations. The term “Latino” (and its related forms) might be 
preferred by those originating from Latin America, including Brazil. Some use the word “Hispanic” 
to refer to those who speak Spanish; however, not every group in Latin America speaks Spanish 
(e.g., in Brazil, the official language is Portuguese). The word “Latino” is gendered (i.e., “Latino” is 
masculine and “Latina” is feminine); the use of the word “Latin@” to mean both Latino and Latina is 
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now widely accepted. “Latinx” can also be used as a gender-neutral or nonbinary term inclusive of 
all genders. There are compelling reasons to use any of the terms “Latino,” “Latina,” “Latino/a,” 
“Latin@,” and/or “Latinx” (see de Onís, 2017), and various groups advocate for the use of different 
forms. Use the term(s) the subject of your writing uses. In general, naming a nation or region of 
origin is preferred (e.g., Bolivian, Salvadoran, or Costa Rican is more specific than Latino, Latinx, 
Latin American, or Hispanic). 
 
Click Here to Return to Top 


Parallel Comparisons Among Groups 
Nonparallel designations (e.g., “African Americans and Whites,” “Asian Americans and Black 
Americans”) should be avoided because one group is described by color, whereas the other group is 
not. Instead, use “Blacks and Whites” or “African Americans and European Americans” for the former 
example and “Asian Americans and African Americans” for the latter example. Do not use the phrase 
“White Americans and racial minorities”; the rich diversity within racial minorities is minimized when 
it is compared with the term “White Americans.” 
 
Click Here to Return to Top 


Avoiding Essentialism 
Language that essentializes or reifies race is strongly discouraged and is generally considered 
inappropriate. For example, phrases such as “the Black race” and “the White race” are essentialist in 
nature, portray human groups monolithically, and often perpetuate stereotypes. 
 
Click Here to Return to Top 


Writing About “Minorities” 
To refer to non-White racial and ethnic groups collectively, use terms such as “people of color” or 
“underrepresented groups” rather than “minorities.” The use of “minority” may be viewed 
pejoratively because it is usually equated with being less than, oppressed, or deficient in comparison 
with the majority (i.e., White people). Rather, a minority group is a population subgroup with ethnic, 
racial, social, religious, or other characteristics different from those of the majority of the population, 
though the relevance of this term is changing as the demographics of the population change (APA, 
2015). If a distinction is needed between the dominant racial group and nondominant racial groups, 
use a modifier (e.g., “ethnic,” “racial”) when using the word “minority” (e.g., ethnic minority, racial 
minority, racial-ethnic minority). When possible, use the specific name of the group or groups to 
which you are referring. 
 
Click Here to Return to Top 


Do not assume that members of minority groups are underprivileged; underprivileged means 
having less money, education, resources, and so forth than the other people in a society and may 
refer to individuals or subgroups in any racial or ethnic group. Terms such as “economically 
marginalized” and “economically exploited” may also be used rather than “underprivileged.” 
Whenever possible, use more specific terms (e.g., schools with majority Black populations that are 
underfunded) or refer to discrimination or systematic oppression as a whole. 
 
Age Appendix 
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• For an individual of any age, appropriate terms are “person,” “individual,” and so on. In 
general, avoid using “males” and “females” as nouns; instead use “men” and “women” or other 
age- and gender-appropriate words. “Males” and “females” are appropriate when groups 
include individuals with a broad age range (e.g., “males” to describe a group that includes both 
boys and men). 


• For an individual aged 12 years and younger, appropriate terms are “infant” (for a very young 
child), “child,” “girl,” “boy,” “transgender girl,” “transgender boy,” “gender-fluid child,” and so on. 


• For an individual aged 13 to 17 years, appropriate terms are “adolescent,” “young person,” 
“youth,” “young woman,” “young man,” “female adolescent,” “male adolescent,” “agender 
adolescent,” and so on. 


• For an individual aged 18 years and older, appropriate terms are “adult,” “woman,” “man,” 
“transgender man,” “trans man,” “transgender woman,” “trans woman,” “genderqueer adult,” 
“cisgender adult,” and so on. 


Click Here to Return to Top 


Terms for Older Adults 
Older adults are a subgroup of adults, and the age groups of older adults may be described with 
adjectives. On first reference to a group of older people, be as specific as possible by including the 
age range, average age, and median age, when available. Terms such as “older persons,” “older 
people,” “older adults,” “older patients,” “older individuals,” “persons 65 years and older,” and “the 
older population” are preferred. Avoid using terms such as “seniors,” “elderly,” “the aged,” “aging 
dependents,” and similar “othering” terms because they connote a stereotype and suggest that 
members of the group are not part of society but rather a group apart (see Lundebjerg et al., 2017; 
Sweetland et al., 2017). Do not use these stigmatizing terms in your research even if your 
participants use them to refer to themselves (also see guidance regarding disability). Likewise, 
avoid negativistic and fatalistic attitudes toward aging, such as age as being an obstacle to 
overcome (Lindland et al., 2015). Do not use “senile”; it is an outdated term with no agreed-upon 
meaning. Use “dementia” instead of “senility”; specify the type of dementia when known (e.g., 
dementia due to Alzheimer's disease). Be sure your language conveys that aging is a normal part 
of the human experience and is separate from disease and disorder. 
 
Gerontologists may use combination terms for older age groups (e.g., “young-old,” “old-old,” 
“oldest old”); provide the specific ages of these groups when introducing them in your work, and 
use the group names only as adjectives, not as nouns (i.e., refer to “young-old individuals,” not to 
“the young-old”). When contrasting older adults with adults of other ages, describe that other age 
group specifically (e.g., young adults vs. older adults, middle-aged adults vs. older adults). You can 
use decade-specific descriptors if desired (e.g., octogenarian, centenarian). Generational 
descriptors such as “baby boomers,” “Gen X,” “millennials,” “centennials,” “Gen Z,” and so on 
should be used only when discussing studies related to the topic of generations. For more 
information on writing about age, see “Guidelines for the Evaluation of Dementia and Age-
Related Cognitive Change” (APA, 2012c) and “Guidelines for Psychological Practice With Older 
Adults” (APA, 2014). 
 
Click Here to Return to Top 


Socioeconomic Status Appendix 
Pejorative or Stereotyping Terms 



https://apastyle.apa.org/style-grammar-guidelines/bias-free-language/gender

https://apastyle.apa.org/style-grammar-guidelines/bias-free-language/disability
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Avoid using broad, pejorative, and generalizing terms to discuss SES. Specifically, negative 
connotations are associated with terms such as “the homeless,” “inner-city,” “ghetto,” “the projects,” 
“poverty stricken,” and “welfare reliant.” Instead, use specific, person-first language such as “mothers 
who receive TANF benefits” rather than “welfare mothers” (“TANF” stands for “Temporary Assistance 
for Needy Families” and is the proper term for the current welfare program in the United States). 
When discussing people without a fixed, regular, or adequate nighttime residence, use specific 
language that addresses the quality or lack of housing or length of time without housing, not 
whether the people consider their residence a home. That is, use language like “people experiencing 
homelessness,” “people who are homeless,” “people in emergency shelter,” or “people in transitional 
housing,” rather than calling people “the homeless.” 
 
It is important to note that SES terms such as “low-income” and “poor” have historically served as 
implicit descriptors for racial and/or ethnic minority people. Thus, it is critical that authors include 
racial and/or ethnic descriptors within SES categories. Implicit biases around economic and 
occupational status can result in deficit-based language that blames individuals for their 
occupational, educational, or economic situation (e.g., “attendant economic deficits”) rather than 
recognizing a broader societal context that influences individual circumstances. Deficit-based 
language also focuses on what people lack rather than on what they possess. Instead of labeling 
people as “high school dropouts,” “being poorly educated,” or “having little education,” provide 
more sensitive and specific descriptors such as “people who do not have a high school diploma or 
equivalent.” Alternatively, by adopting a strengths-based perspective, authors can write about 
“people who have a grade school education.” Likewise, instead of writing about an “achievement 
gap,” write about an “opportunity gap” to emphasize how the context in which people live affects 
their outcomes or opportunities. 
 
Click Here to Return to Top 


Additional context and recommendations for specific SES categories 
Legal status Individuals who are undocumented come from a variety of countries and ethnic 


groups. Although their status may be illegal, the people themselves are not. 
Moreover, families will have a mix of documented and undocumented 
individuals in the same family. Be specific about which group is being included. 


Income Many find the terms “low class” and “poor” pejorative. Use person-first language 
instead. Define income brackets and levels if possible. 


Housing status Use specific language that addresses the quality or lack of housing or length of 
time without housing rather than focusing on whether an individual considers a 
residence a home. Individuals can be precariously housed or experience chronic 
or transient homelessness. Avoid conflating social class and race or ethnicity by 
using coded language like “inner city,” “projects,” or “ghetto.” Specify race or 
ethnicity and measures of socioeconomic standing separately. 


Government 
assistance 


Avoid language that focuses on blaming the individual or on individual deficits. 
Instead focus on contextualizing individuals’ status location and on what 
participants have (not what they lack). TANF stands for “Temporary Assistance 
for Needy Families” and is the proper term for the current welfare program in 
the United States. 


Educational 
attainment 


Avoid language that focuses on blaming the individual or on individual deficits; 
instead, focus on what people have, not what they lack. When comparing 
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groups, use parallel terminology (e.g., people with a high school diploma vs. 
without a high school diploma or equivalent, not high- school dropouts vs. high-
school graduates). 


 
Click Here to Return to Top 


Disability Appendix 
Disability is a broad term that is defined in both legal and scientific ways and encompasses physical, 
psychological, intellectual, and socioemotional impairments (World Health Organization, 2001, 
2011). The members of some groups of people with disabilities—effectively subcultures within the 
larger culture of disability—have particular ways of referring to themselves that they would prefer 
others to adopt. When you use the disability language choices made by groups of disabled 
individuals, you honor their preferences. For example, some Deaf individuals culturally prefer to be 
called “Deaf” (capitalized) rather than “people with hearing loss” or “people who are deaf” (Dunn & 
Andrews, 2015). Likewise, use the term “hard of hearing” rather than “hearing-impaired.” Honoring 
the preference of the group is not only a sign of professional awareness and respect for any 
disability group but also a way to offer solidarity. 
 


Click Here to Return to Top 


Person-First Language 
In person-first language, the person is emphasized, not the individual’s disabling or chronic 
condition (e.g., use “a person with paraplegia” and “a youth with epilepsy” rather than “a paraplegic” 
or “an epileptic”). This principle applies to groups of people as well (e.g., use “people with substance 
use disorders” or “people with intellectual disabilities” rather than “substance abusers” or “the 
mentally retarded”; University of Kansas, Research and Training Center on Independent Living, 
2013). 
 
Click Here to Return to Top 


Identity-First Language 
In identity-first language, the disability becomes the focus, which allows the individual to claim the 
disability and choose their identity rather than permitting others (e.g., authors, educators, 
researchers) to name it or to select terms with negative implications (Brown, 2011/n.d.; 
Brueggemann, 2013; Dunn & Andrews, 2015). Identity-first language is often used as an expression 
of cultural pride and a reclamation of a disability that once conferred a negative identity. This type 
of language allows for constructions such as “blind person,” “autistic person,” and “amputee,” 
whereas in person-first language, the constructions would be “person who is blind,” “person with 
autism,” and “person with an amputation,” respectively. 
 
Click Here to Return to Top 


Choosing Between Person-First and Identity-First Language 
Both person-first and identity-first approaches to language are designed to respect disabled 
persons; both are fine choices overall. It is permissible to use either approach or to mix person-
first and identity-first language unless or until you know that a group clearly prefers one approach, 
in which case, you should use the preferred approach. Mixing this language may help you avoid 
cumbersome repetition of “person with . . .” and is also a means to change how authors and 
readers regard disability and people within particular disability communities.  
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Click Here to Return to Top 


Relevance of Mentioning a Disability 
The nature of a disability should be indicated when it is relevant. For example, if a sample included 
people with spinal cord injuries and people with autism—two different groups with disabilities— 
then it makes sense to mention the presence of the particular disabilities. Within each group, there 
may be additional heterogeneity that should, under some circumstances, be articulated (e.g., 
different levels of spinal cord injury, different symptom severities of autism spectrum disorder). 
 
Click Here to Return to Top 


Negative and Condescending Terminology 
Avoid language that uses pictorial metaphors or negativistic terms that imply restriction (e.g., 
“wheelchair bound” or “confined to a wheelchair”; use the term “wheelchair user” instead) and that 
uses excessive and negative labels (e.g., “AIDS victim,” “brain damaged”; use the terms “person with 
AIDS” or “person with a traumatic brain injury” instead). Avoid terms that can be regarded as slurs 
(e.g., “cripple,” “invalid,” “nuts,” “alcoholic,” “meth addict”); use terms like “person with a physical 
disability,” “person with a mental illness,” “person with alcohol use disorder,” or “person with 
substance use disorder” instead, or be more specific (e.g., “person with schizophrenia”). Labels such 
as “high functioning” or “low functioning” are both problematic and ineffective in describing the 
nuances of an individual’s experience with a developmental and/or intellectual disability; instead, 
specify the individual’s strengths and weaknesses. As with other diverse groups, insiders in disability 
culture may use negative and condescending terms with one another; it is not appropriate for an 
outsider (nondisabled person) to use these terms. Avoid euphemisms that are condescending when 
describing individuals with disabilities (e.g., “special needs,” “physically challenged,” “handi-capable”). 
Many people with disabilities consider these terms patronizing and inappropriate. Refer to 
individuals with disabilities as “patients” (or “clients”) within the context of a health care setting. 
 


Click Here to Return to Top 


Gender Appendix 
Gender offers an added layer of specificity when interpreting patterns or phenomena of human 
behavior. However, the terms related to gender and sex are often conflated, making precision 
essential to writing about gender and/or sex without bias. The language related to gender 
identity and sexual orientation has also evolved rapidly, and it is important to use the terms 
people use to describe themselves. 
 
Click Here to Return to Top 


Gender Versus Sex 
Gender refers to the attitudes, feelings, and behaviors that a given culture associates with a 
person's biological sex (APA, 2012). Gender is a social construct and a social identity. Use the term 
“gender” when referring to people as social groups. For example, when reporting the genders of 
participants in the Method section, write something like this: “Approximately 60% of participants 
identified as cisgender women, 35% as cisgender men, 3% as transgender women, 1% as 
transgender men, and 1% as nonbinary.” Sex refers to biological sex assignment; use the term 
“sex” when the biological distinction of sex assignment (e.g., sex assigned at birth) is predominant. 
Using “gender” instead of “sex” also avoids ambiguity over whether “sex” means “sexual behavior.” 



https://apastyle.apa.org/style-grammar-guidelines/bias-free-language/research-participation

https://apastyle.apa.org/style-grammar-guidelines/bias-free-language/sexual-orientation
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In some cases, there may not be a clear distinction between biological and acculturative factors, so 
a discussion of both sex and gender would be appropriate. For example, in the study of sexual 
orientation, researchers continue to examine the extent to which sexuality or sexual orientation—
attraction to sex, gender, or some combination of both—is a biological and/or acculturative 
phenomenon. 
 


Click Here to Return to Top 


Gender Identity 
Gender identity is a component of gender that describes a person's psychological sense of their 
gender. Many people describe gender identity as a deeply felt, inherent sense of being a boy, a 
man, or male; a girl, a woman, or female; or a nonbinary gender (e.g., genderqueer, gender- 
nonconforming, gender-neutral, agender, gender-fluid) that may or may not correspond to a 
person's sex assigned at birth, presumed gender based on sex assignment, or primary or 
secondary sex characteristics (APA, 2015a). Gender identity applies to all individuals and is not a 
characteristic only of transgender or gender-nonconforming individuals. Gender identity is distinct 
from sexual orientation; thus, the two must not be conflated (e.g., a gay transgender man has a 
masculine gender identity and a gay sexual orientation, a straight cisgender woman has a feminine 
gender identity and a straight sexual orientation). 
 
Click Here to Return to Top 


Transgender and Gender-Nonconforming People 
Transgender is used as an adjective to refer to persons whose gender identity, expression, and/or 
role does not conform to what is culturally associated with their sex assigned at birth. Some 
transgender people hold a binary gender, such as man or woman, but others have a gender outside 
of this binary, such as gender-fluid or nonbinary. Individuals whose gender varies from 
presumptions based on their sex assigned at birth may use terms other than “transgender” to 
describe their gender, including “gender-nonconforming,” “genderqueer,” “gender-nonbinary,” 
“gender-creative,” “agender,” or “two-spirit,” to name a few. (Note that “two-spirit” is a term specific 
to Indigenous and Native American communities.) Transprejudice and transnegativity denote 
discriminatory attitudes toward individuals who are transgender. Diverse identity terms are used by 
transgender and gender-nonconforming (TGNC) people, and “TGNC” is a generally agreed-upon 
umbrella term. These terms are generally used in an identity-first way (e.g., “transgender people,” 
“TGNC people”). However, there is some variation in the field; for example, clinicians often refer to 
individuals according to identity (self-identified) or describe gender variance, gender expansiveness, 
or gender diversity rather than gender nonconformity or nonbinary gender. Be sure to use identity 
labels that are in accordance with the stated identities of the people you are describing, and clearly 
define how you are using such identity labels within your writing. 
 
Click Here to Return to Top 


Sex Assignment 
The terms “birth sex,” “natal sex,” “tranny,” and “transvestite” are considered disparaging by scholars 
in TGNC psychological research; by many individuals identifying as transgender, gender-
nonconforming, or nonbinary; and by people exhibiting gender diversity. Thus, these disparaging 
terms should be avoided. Additionally, “birth sex” and “natal sex” imply that sex is an immutable 
characteristic without sociocultural influence. It is more appropriate to use “assigned sex” or “sex 



https://apastyle.apa.org/style-grammar-guidelines/bias-free-language/sexual-orientation
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assigned at birth,” as this functionally describes the assignment of a sex term (frequently binary 
male or female; however, intersex is an accurate assignment for some) predicated on observation of 
genitalia and/or determination of chromosomes and anatomical structures of the body at birth, 
which necessarily is interpreted within a sociocultural context. The term “transsexual” is largely 
outdated, but some people identify with it; this term should be used only for an individual who 
specifically claims it. 
 
Click Here to Return to Top 


Gender and Noun Usage 
Refer to all people, including transgender people, by the name they use to refer to themselves, 
which may be different from their legal name or the name on their birth certificate, keeping in mind 
provisions for respecting confidentiality. Likewise, to reduce the possibility of stereotypic bias and 
avoid ambiguity, use specific nouns to identify people or groups of people (e.g., women, men, 
transgender men, trans men, transgender women, trans women, cisgender women, cisgender men, 
gender-fluid people). Use “male” and “female” as adjectives (e.g., a male participant, a female 
experimenter) when appropriate and relevant. Use “male” and “female” as nouns only when the age 
range is broad or ambiguous or to identify a transgender person's sex assignment at birth (e.g., 
“person assigned female at birth” is correct, not “person assigned girl at birth”). Otherwise, avoid 
using “male” and “female” as nouns and instead use the specific nouns for people of different (e.g., 
women). 
 
To refer to all human beings, use terms like “individuals,” “people,” or “persons” rather than “man” or 
“mankind” to be accurate and inclusive. Avoid gendered endings such as “man” in occupational titles 
(e.g., use “police officer” instead of “policeman”), as these can be ambiguous and may imply 
incorrectly that all persons in the group self-identify as one gender. Instead, use a nongendered 
term if possible (e.g., “homemaker” instead of “housewife”). If you use sources that include the 
generic “man,” generic “he,” or dated occupational titles, clarify the context in which these terms 
were used. (Refer to the Historical Context guidelines at the APA website for assistance.)  
 
Click Here to Return to Top 


Gender and Pronoun Usage 
Pronoun usage requires specificity and care on the author's part. Do not refer to the pronouns that 
transgender and gender-nonconforming people use as “preferred pronouns” because this implies a 
choice about one's gender. Use the terms “identified pronouns,” “self-identified pronouns,” or 
“pronouns” instead. When writing about a known individual, use that person's identified pronouns. 
Some individuals use “they” as a singular pronoun; some use alternative pronouns such as “ze,” “xe,” 
“hir,” “per,” “ve,” “ey,” and “hen” (Swedish gender-neutral pronoun), among others. Some individuals 
may alternate between “he” and “she” or between “he and/or she” and “they,” whereas others use no 
pronouns at all and use their name in place of pronouns. Refer to a transgender person using 
language appropriate to the person's gender, regardless of sex assigned at birth—for example, use 
the pronouns “he,” “him,” and “his” in reference to a transgender man who indicates use of these 
pronouns. 
 
When referring to individuals whose identified pronouns are not known or when the gender of a 
generic or hypothetical person is irrelevant within the context, use the "singular "they" to avoid 
making assumptions about an individual's gender. (Visit the Singular “They” page at the APA website 
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for details.) Use the forms “they,” “them,” “theirs,” and so forth. Sexist bias can occur when pronouns 
are used carelessly, as when the pronoun “he” is used to refer to all people, when a gendered 
pronoun is used exclusively to define roles by sex (e.g., “the nurse . . . she”), or when “he” and “she” 
are alternated as though these terms are generic. Pronouns associated with a specific gender have 
been found to induce readers to think of individuals of that gender even when the pronoun use is 
intended to be generic (Gastil, 1990; Moulton et al., 1978). In addition, exposure to gender-specific 
language in a professional context has been linked with a lower sense of belonging, reduced 
motivation, and professional disidentification for individuals who do not identify with that gender 
(Stout & Dasgupta, 2011). When writers use the singular “they,” it reduces bias in the way that 
readers perceive the individuals referred to in the text and thereby helps ensure that readers do not 
feel ostracized by that text. 
 
Avoid using combinations such as “he or she,” “she or he,” “he/she,” and “(s) he” as alternatives to the 
singular "they" because such constructions imply an exclusively binary nature of gender and exclude 
individuals who do not use these pronouns. These forms can also appear awkward and distracting, 
especially with repetition. However, the combinations “he or she” or “she or he” (but not the 
combinations with slashes or parentheses) can be used sparingly if all people being referred to by 
the pronouns use these terms. 
 
Click Here to Return to Top 


Terms That Imply Binaries 
Avoid referring to one sex or gender as the “opposite sex” or “opposite gender”; appropriate 
wording may be “another sex” or “another gender.” The word “opposite” implies strong differences 
between two sexes or genders; however, there are more similarities than differences among people 
of different genders or sexes. As noted previously, some individuals do not identify with either 
binary gender, and these phrases ignore the existence of individuals who have disorders or 
differences of sex development or who are intersex. To describe members of a relationship (e.g., 
romantic couples, people in polyamorous relationships), use the phrases “mixed gender” or “mixed 
sex” when the partners have different genders or sexes, rather than “opposite gender” or “opposite 
sex”; use the phrases “same gender” or “same sex” when the partners have the same gender or sex. 
 
Sexual Orientation Appendix 
Sexual orientation is a part of individual identity that includes “a person’s sexual and emotional 
attraction to another person and the behavior and/or social affiliation that may result from this 
attraction” (APA, 2015a, p. 862). Use the term “sexual orientation” rather than “sexual preference,” 
“sexual identity,” or “sexual orientation identity.” All people choose their partners regardless of their 
sexual orientation; however, the orientation itself is not a choice. 
 
Sexual orientation can be conceptualized first by the degree to which a person feels sexual and 
emotional attraction; some parallel terms are “sexual,” “demisexual” (or “gray-asexual” or “gray-A”), 
and “asexual” (see The Asexual Visibility & Education Network, n.d.). A person who identifies as 
sexual feels sexual and emotional attraction toward some or all types of people, a person who 
identifies as demisexual feels sexually attracted only within the context of a strong emotional 
connection with another person, and a person who identifies as asexual does not experience sexual 
attraction or has little interest in sexual behavior (see APA, 2015b). 
 



https://apastyle.apa.org/style-grammar-guidelines/grammar/singular-they

https://apastyle.apa.org/style-grammar-guidelines/grammar/singular-they





Cengage Inclusivity Guidelines 
 


© Cengage Learning 2020 
(Last revised 09/29/2020)  P a g e  | 39 


Second, sexual orientation can be conceptualized as having a direction. For people who identify as 
sexual or demisexual, their attraction then may be directed toward people who are similarly 
gendered, differently gendered, and so on. That is, sexual orientation indicates the gendered 
directionality of attraction, even if that directionality is very inclusive (e.g., nonbinary). Thus, a person 
might be attracted to men, women, both, neither, masculinity, femininity, and/or to people who 
have other gender identities such as genderqueer or androgynous, or a person may have an 
attraction that is not predicated on a perceived or known gender identity. (Visit the Gender page at 
the APA website for more details.) 
 
Click Here to Return to Top 


Terms for Sexual Orientation 
Some examples of sexual orientation are lesbian, gay, heterosexual, straight, asexual, bisexual, 
queer, polysexual, and pansexual (also called multisexual and omnisexual). For example, a person 
who identifies as lesbian might describe herself as a woman (gender identity) who is attracted to 
women (sexual orientation)—the sexual orientation label of “lesbian” is predicated on a perceived or 
known gender identity of the other person. However, someone who identifies as pansexual might 
describe their attraction to people as being inclusive of gender identity but not determined or 
delineated by gender identity. Note that these definitions are evolving and that self-identification is 
best when possible. 
 
Use the umbrella term “sexual and gender minorities” to refer to multiple sexual and/or gender 
minority groups, or write about “sexual orientation and gender diversity” (these terms are used by 
the Office on Sexual Orientation and Gender Diversity at APA and the Sexual & Gender Minority 
Research Office at the National Institutes of Health). Abbreviations such as LGBTQ, LGBTQ+, 
LGBTQIA, and LGBTQIA+ may also be used to refer to multiple groups. The form “LGBT” is 
considered outdated, but there is not consensus about which abbreviation including or beyond 
LGBTQ to use. If you use the abbreviation LGBTQ (or a related one), define it and ensure that it is 
representative of the groups about which you are writing. Be specific about the groups to which you 
refer (e.g., do not use LGBTQ and related abbreviations to write about legislation that primarily 
affects transgender people; instead, specify the impacted group). However, if in doubt, use one of 
the umbrella terms rather than a potentially inaccurate abbreviation. 
 
When using specific terms for orientations, define them if there is ambiguity. For example, the 
adjective “gay” can be interpreted broadly, to include all genders, or more narrowly, to include only 
men, so define “gay” when you use it in your work, or use the phrase “gay men” to clarify the usage. 
By convention, the term “lesbians” is appropriate to use interchangeably with “lesbian women,” but 
“gay men” or “gay people” should be used, not “gays.” 
 
Click Here to Return to Top 


Inaccurate or Pejorative Terms 
Avoid the terms “homosexual” and “homosexuality.” Instead, use specific, identity-first terms to 
describe people’s sexual orientation (e.g., bisexual people, queer people). These specific terms refer 
primarily to identities and to the culture and communities that have developed among people who 
share those identities. It is inaccurate to collapse these communities into the term “homosexual.” 
Furthermore, the term “homosexuality” has been and continues to be associated with negative 
stereotypes, pathology, and the reduction of people’s identities to their sexual behavior.  
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Homoprejudice, biprejudice, homonegativity, and so forth are terms used to denote prejudicial and 
discriminatory attitudes toward lesbians, gay men, bisexual individuals, or other sexual minorities. 
Heterosexism refers to the belief that heterosexuality is normative, as indicated in the assumption 
that individuals are heterosexual unless otherwise specified (American Psychological Association of 
Graduate Students, 2015). The terms “straight” and “heterosexual” are both acceptable to use when 
referring to people who are attracted to individuals of another gender; the term “straight” may help 
move the lexicon away from a dichotomy of heterosexual and homosexual. 
 
Click Here to Return to Top 
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