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Top Tips: general 

• Clear, concise, understandable

• Think of the audience not yourself



Lay out and design

Short chunks of text with white space 
Background colour – blue and purple 

particularly difficult 



Top Tips: making sense

• Create logical stepping stones to make things 
easy to follow
ØBullets points
ØColumns - good as long as well spaced or lines 

between
ØHeadings and new sections at top of pages 
ØShort sentences, avoid lots of clauses, commas, 

brackets …..



Ordering ideas eg for a trial leaflet:
audience, purpose, message

• Start with the problem – what it aims to do
• How does this fit the bigger picture
• Why should the reader care

Next
• What does the research consist of
• Who can be involved
• What might the participant gain
• What will happen next
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Top tips: line spacing  



Top Tips: Font Size and Type

Sans Serif – eg Arial or Calibri
12 or 14



Top Tips: how to emphasise a point?

• Not underline

• NOT CAPITALS

• Not Italics 

• In bold



Top tips: words and phrasing

• Use everyday words
Avoid technical language and acronyms

• Repetition of easily understood words is ok 

Use said, rather than stated, revealed, 
declared, claimed ……. 

in most cases said would do!



Top tips: words and phrasing
Active voice not passive

I... you.. and second person you should be 
used in place of third person  - he/she. 

You will have chemotherapy. 
Chemotherapy will be given to you.

A report will be sent to your doctor.
We will send the report to your doctor.



Top tips: words and phrasing

Positive phrasing rather than negative 

You will have repeat appointments at least 
once a fortnight.

The usual practice is not to schedule repeat 
appointments more frequently than once a 
fortnight.



Readability scores
Eg SMOG – Simple Measure of Gobbledegook!

How do the papers write?
• The Sun: 
– under 12-14 

• The Daily Express: 
– under 16 

• The Telegraph and The Guardian: 
– over 17



Communicating numbers 



Risk communication

1: An open two way exchange of information 
and opinion about harms and benefits.

2: Aims to improve understanding of risk and 
promote better decisions about health and care.



Communicating risk

Summary points from BMJ 
• Strong evidence that format affects patients’ 

understanding and perception of risk
• Emerging evidence that effective risk 

communication leads to more informed decision 
making in screening

• Decision aids can help and improve knowledge, 
awareness, and decision making

• The presentation of data uncertainty is one of the 
most difficult aspects of risk communication





Communicating uncertainty





How are you going to improve your 
writing? 

1: What are you going to start doing?

2: What are you going to continue to do?

3: What are you going to stop doing?


