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Respectful Communication at Work

Strond communication builds trust, clarity and connection at work.
These principles help leaders communicate with respect, empathy and

purpose, creating healthier teams and more positive workplace
relationships.

Consider diversity, inclusion and equal opportunities: A respectful workplace values people of all
backgrounds, ages and abilities. Inclusion means creating an environment where everyone feels safe
to contribute. Respect and equal opportunity require fairness and freedom from bias. Leaders should
assess performance based on skills and achievements so everyone feels valued.

Be clear and concise: Effective communication starts with clarity of purpose and audience. Define what
you want to achieve before communicating. This ensures key information is included and unnecessary
detail removed. Clear, direct language keeps messages focused and easier to understand.

Prepare ahead of time: Preparation improves confidence and clarity. Think through your message,
supporting information and likely questions. Anticipate concerns and plan calm responses. Being
prepared allows you to communicate clearly and respond thoughtfully rather than emotionally during
conversations.

Consider nonverbal communication: Nonverbal cues such as facial expressions, posture and gestures
often carry more weight than words. When messages conflict, people trust what they see. Leaders
should notice others’ body language and manage their own to support clarity and trust.

Watch your tone: Tone can strengthen or undermine your message. Word choice, volume and
intonation affect how messages are received, especially during conflict. Written communication allows
more control, so review messages carefully and pause before sending if emotions are high.

Practice active listening and giving feedback: Effective communication requires listening as much as
speaking. Active listening involves full attention, avoiding interruption and seeking understanding.
Paraphrasing and open questions show engagement. Respectful, constructive feedback focused on
behaviour supports learning and performance.

Develop a workplace communication strategy: A communication strategy provides structure in busy
information environments. It clarifies who receives which messages, when and how. Defined channels
ensure consistency, reduce confusion and help important messages be understood.

Create a positive organisational culture: Communication thrives in cultures built on trust, transparency
and psychological safety. Employees are more receptive when they feel heard. Leaders who
encourage open dialogue reduce defensiveness and misunderstanding, strengthening connection
during challenging conversations.
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