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Using plain language is about much more than simply replacing fancy words with simple words.  

It is certainly not about “dumbing down”.  

RMA’s Plain Language Workshop 
will help you better understand and build on the common ground you share 

with your audience. It will help you to be clear, authentic and trusted.  
_________________________________________________________________________________ 

Plain Language Workshop 

People often communicate in a way that prevents their audience from 
understanding and acting upon the information. Almost half of Canadians have 

trouble with reading, writing and comprehension. They struggle with text 
filled with terminology, complex sentence structures and abstract concepts. 
Even people who have high literacy skills can struggle with language that is 
not in plain language.  

Using plain language is about understanding and building on common 
ground. You see your information from the audience’s point-of-view and not 

your own. You build the trust between you and the audience. This trust must be 
there before you provide complex information and detail.  

This session will help you to be clear and more effective in your written and verbal communication. We ask 
you to have an example in mind of something you have written or must prepare. Think about the purpose 
and the audience for that example and be ready to discuss. 

RM Associates definition of an effective plain language communicator is: 

• You build on common ground and establish trust with the audience,  
• to help them understand and act upon your ideas,  
• that you are expressing in clear, plain language. 

This half-day session will explore each of these dimensions. 
 

Descriptive agenda  
 
9:00 or 1:00 Introduction 

Concerns; definition of an effective plain language communicator; example. 
 
9:30 or 1:30 Why plain language? 

Some brief case studies illustrate the real costs of poor communication and the need for 
plain language.  



9:45 or 1:45 Building trust 
The first part of the definition is about quickly establishing trust. Why should they read or 
listen? An alternative to the ineffective information deficit model of communication is 
presented. How to move beyond the transmission of data to the communication of 
meaning. What do you have in common with your audience? What is the language you and 
your audience share? What shared experiences or stories do you have with them? 

10:00 or 2:00 Understanding and acting: audiences, objectives and clear thinking 
The second part of our definition is to understand your audience. It is also about setting 
clear objectives related to their needs and your needs. It all begins with clear thinking.  

10:15 or 2:15  Break  

10:30 or 2:30 Plain language techniques 

The first two parts of the definition are critical before getting to the nuts and bolts of plain 
language writing. The third part of the definition is about using specific techniques to 
improve the clarity and readability of your work. 

Make abstracts concrete – bring your ideas into the real world with examples, visuals 

Words – using short words in everyday use, removing unnecessary words and avoiding 
jargon 

Sentences – short sentences; subject, verb and object close together; active versus passive 
sentences 

Paragraphs – short paragraphs, one topic, topic sentence 

Formatting: using headings, levels, visuals, fonts, left justification 

11:45 or 3:45 Conclusion and next steps 

A review of the example from the introduction. We apply all of the principles and techniques 
to arrive at new text. A review of the concerns from the introduction.  

12:00 or 4:00 End 

 

 

You want trust, not spin 
Clear, authentic communication  
engages with every audience.  

They trust it. It's refreshing. 

And it's what we do. 

RMA is one of Canada’s most recognized communications and media relations training 
companies. Since 2000 we have provided hundreds of courses to thousands of participants in 

all sectors and in all parts of Canada, as well as the U.S. From Iqaluit and Yellowknife to NORAD 
headquarters in Colorado Springs, from Victoria to St. John’s, from Ottawa to Washington, 
D.C., RMA is a trusted partner of those wishing to communicate clearly and authentically.  

You can find out more at rmassociates.ca 

http://rmassociates.ca/
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