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AI Calendar Prompts
Examples for how-to prompt an AI Calendar to build accessibility and accommodations into your schedule. 
This can be done using Google Gemini, Microsoft Copilot, or other calendar AI tools. 
How-to use these tools:
· Google Gemini and Calendar 
· https://youtu.be/n3yBSqWf8lo?si=5qOt-SSuGdN470_e 
· Microsoft Co-pilot and Outlook Calendar 
· https://youtu.be/jbxBQPEgq7M?si=_PKqURyIHfBFM3ao 
· Reclaim.ai 
· https://youtu.be/xNgglG28t5M?si=6ykImlXjLZgNIzYj 
For Focus:
· Block 90-minute focus time sessions every morning from 9-10:30am when my medication is most effective.
· Add 15-minute buffer time between all meetings so I have transition time and don't feel rushed.
· Schedule no more than 3 meetings per day and cluster them together to preserve uninterrupted work blocks.
· Set up a daily 'reset break' at 2pm for 20 minutes to help me refocus for the afternoon.
· Protect lunch time from 12-1pm every day as non-negotiable personal time.
For Managing Energy:
· Schedule all meetings and collaborative work between 10am-1pm only, when my energy is highest.
· Automatically move any physically demanding tasks to mornings and desk work to afternoons.
· Build in a 30-minute rest period after every 2-hour work block.
· Set maximum of 4 hours of meetings per week, and never schedule back-to-back meetings.
· Flag Wednesdays as low-energy days with no meetings scheduled and only light administrative tasks.
For Managing Physical Flare-Ups:
· Review my calendar and suggest rescheduling any typing-intensive tasks away from mornings when my stiffness is worst.
· Identify all meetings where I'm presenting or typing notes, and space them out so I don't have more than one per day.
· Create a daily schedule that alternates between computer work and meetings/calls to give my body regular breaks.
· Remind me to take a 10-minute stretching break every 2 hours during the workday.
· Block 1-2pm daily as 'low typing time' and move any documentation or email-heavy work outside this window.
For Sensory Needs:
· Schedule all social meetings (team lunches, one-on-ones) on Tuesdays and Thursdays only, leaving other days for independent work.
· Block the first hour of every day (8-9am) as 'adjustment time' with no meetings or interruptions.
· Create consistent daily routines - same type of work at the same times each day when possible.
· Limit meetings to 45 minutes maximum and build in 30-minute recovery time after any meeting with more than 5 people.
· Set Fridays as 'minimal social interaction days' with only asynchronous work scheduled.
For Managing Chronic Pain:
· Analyze my calendar for the week and suggest redistributing tasks so I have no more than 3 high-concentration activities per day.
· Help me create a flexible schedule template that has 'good pain day' and 'bad pain day' versions, moving less critical tasks to days when I'm feeling better.
· Schedule all optional meetings as tentative so I can easily reschedule on high-pain days without guilt.
· Build in 20-minute 'movement breaks' every 90 minutes where I can stand, stretch, or walk.
· Create a daily schedule that ends work by 3pm on Fridays to preserve energy for the weekend.
General Tips for Using AI Scheduling as Accommodation:
· Be specific about your energy patterns and when you work best.
· Use the AI's ability to protect and defend time blocks from being overridden.
· Set up recurring accommodations so you don't have to request them daily.
· Create rules that automatically decline or suggest alternatives for meetings that conflict with your needs.
· Use labels and categories to help the AI understand what types of tasks require what types of energy or conditions.
· Regularly review and adjust the AI's suggestions to fine-tune it to your specific needs.
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