Plain English-speaking checklist

You and your environment

1. & your bady lanquage appropriade for the message you ane conveying 7
2. Have you kepl background noise 1o a minimum?

3.  Have you made sure that you da not hawve your back to a light source,
which makes it difficult for the other person to See your face?

Your istenear

4. Do you know how well they understand English, words and numbers?

5. Do you know how well they understand your fopic?

6. [ you ane using visualks, are they relevant and familiar to your audience?
Delivenng a clear message

7. Hawve you immduced yoursalf by saying Hello, my nam
8. Have you stated the purpose of your corversation at the start?
9.  Areyou speaking clearly and in a way that suts your audence?
10. Hawe you kept your message simple with no mane than four messapes?
11. Hawe you used everyday language and eoplained necessary @rgon?
12. Hawve you encouraged questions?
13. For automated phone messages, have you used a small number
of clear options?

Checking understanding

14. Did you check that the listener can tell you what they need 1o do?
16. Hawve you asked the listener if there is anything else they need to know?

16. Hawve you thought of using teach-back fechrigue (see page 107
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