
Positive relationships are built with 
respectful communication. 

Trust and understanding between 
people grow when communication 
is based on respect. 

What does respectful 
communication look like? 

Active Listening 
•	 Verbal acknowledgement “Yes, Okay, I See.” 

•	 Body Language – eye contact, relaxed posture, nodding.

•	 Summarise what has been said.

•	 Ask more relevant questions to ensure understanding. 

•	 Wait to speak until the other person has finished. 

Awareness of difference 
•	 Accept that others have different point of views. 

•	 Respect and be empathetic of different backgrounds  

– culture, upbringing, parenting styles etc.

•	 Be aware of communication and language differences.  

– Languages other than English, dialects, language ability, 

speech/hearing impairments.

Non-verbal
•	 Open, relaxed body language.

•	 Eye contact – be aware some cultures prefer limited  

eye contact.

•	 Facial expression – open & positive expression.

•	 Positioning – try to be on the same level & facing the  

other person.

•	 Space – be aware not to be too close or too far away.
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Timing 
•	 Ask “Is now a good time for you?” 

•	 Try to observe if they have time. 

•	 Plan a time that will suit you both. 

•	 If it is a sensitive/difficult topic, choose an 

appropriate time and place to talk. 

Tone & Volume 
•	 Not just what you say but how you say it. 

•	 Use a friendly, calm, approachable tone. 

•	 Adjust volume to suit – a low, calm voice can 

help people to focus and relax.  

Two -way communication
•	 Ensure there is time for the other person/

audience to speak. 

•	 Ask open-ended questions. 

•	 Allow time to invite and offer feedback. 

•	 Active listening.

Genuine & Honest
•	 Be clear about what you are trying to say. 

•	 When you disagree, speak your opinion with 

professionalism and respect. 

•	 Stick to the facts and not stories. 

Flexibility 
•	 Change communication to suit audience – 

professional language vs casual language.  

•	 Use different methods (e.g. Emails, phone 

calls, virtual meetings) to suit communication 

preferences. 
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