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COMMUNICATION
Exercise 1.1: Clear Communication Simulation
Purpose:
This activity demonstrates the importance of clarity, structure, and shared understanding in workplace communication.
Materials: Paper and pen (optional)
Directions: Begin by asking participants if unclear communication has ever caused confusion or rework. Explain that this exercise focuses on expressing information clearly and concisely.
Instructions for Participants:
Read the scenario below:
A new organizational policy or process change is being introduced, and team members are confused because previous communication lacked clarity.
· Draft a clear message that includes:
· Purpose of the change
· Key guidelines (who it applies to, when, how it works)
· Effective date
· Contact point for questions
· Keep the message concise, structured, and easy to understand.
Debrief:
· Was the message clear on first read?
· Where could ambiguity still exist?
· How does structure reduce misinterpretation?




