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Basic communication skills 
 
Action 
 
Generally be friendly and approachable  

Speak clearly: be aware of rate and tone  

Introduce yourself, stating your name and position  

Ask how the person would like to be addressed  

Explain the purpose of the interaction  

Choose language that is appropriate for the individual, for example, jargon 
free 

 

Explain what you are going to do  

Offer the opportunity to ask questions  

Be honest if you are asked something to which you do not know the answer  

Give advice on how you may be contacted  

Draw the interaction to a close  

 
Interprofessional communication 
 
Action 
 
Demonstrate professional respect and awareness by understanding other 
disciplines and their roles and identifying professional responsibilities and 
boundaries. 

 

Demonstrate assertiveness skills (see Section 2.1.3) if there is an imbalance 
of power and responsibility among team members. 

 

Show an awareness of differing professional jargon.  

Take time to check and make sure that your contribution has been 
understood and that you understand the information being provided by other 
contributors. 

 

Become familiar with local channels of communication between disciplines, 
through paper, electronic and telephone systems. 

 

Share information appropriately. It is essential that consent to share 
information is deemed to be informed and given freely, and that patients 
understand the potential benefits and risks involved. 

 

Information regarding consent must be recorded accurately and in the 
appropriate place within records. 
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Communicating assertively 
 
Aspect 
 
Make clear, unambiguous statements  

Speak in a clear, firm voice  

Express your position using ‘I’ statements, for example, ‘I feel uncomfortable 
when you use that tone of voice.’ 

 

Ensure verbal and nonverbal messages are congruent  

Maintain the focus of the discussion: don’t bring up issues that are unrelated 
to the immediate situation 

 

Demonstrate awareness of others’ thoughts, feelings and views  

Seek workable compromises  

 
 

 


