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1. Introduction 
 
 
 
This guide contains details of our editorial house style and advice about planning 
and writing corporate communications for CQC. It has been developed by the 
Marketing Services team in the Strategic Marketing and Communications 
directorate. 
 
 
Why we need to follow a corporate house style 
 
Every piece of information that we present to external audiences influences how they 
view CQC and our work. By following a few simple principles, we can help to ensure that 
their impression of us is positive and that our key messages hit home. 
 
For example, before you start to write it’s important to spend a little time thinking 
about the need and interests of your target audience and mapping out the structure 
and content of your communication. And when you start writing, aim for 
uncomplicated, accessible language and clear sentence construction, so that as 
many readers as possible understand your meaning. 
 
 
Building corporate identity through written communications 
 
The public sector is a crowded, fast-changing environment. Many people find it 
difficult to work out the difference between one public organisation and another, and 
to understand and remember what each one does. We therefore need to position 
CQC clearly in the minds of our audiences – public and professional – through a 
strong, positive, consistently applied corporate identity. This involves more than 
using our visual identity correctly. It means paying close attention to: 
 
•  What we say about CQC’s role, work and values. 
• The 

language and tone of voice that we use to convey this information. 

•  Making sure that what we say make sense to readers who know very little about us. 
•  Using our editorial house style correctly and consistently. 
 
We hope that this guide will help you to think through and achieve your aims when 
writing for CQC. We welcome feedback and suggestions about how we can develop 
it further − please contact us on 020 7448 9319 (ext 489319). 
 
 
Other resources available from the Marketing Services team: 
 
•  Artwork for the CQC logo in a variety of file formats. 
•  Brand guidelines explaining how to use correctly CQC’s logo and other elements 

of our visual identity. 

•  A range of images of people in  healthcare and social care settings.  
•  CQC’s policy and handbook on producing information in alternative formats.  
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2.  Use of language in your writing 
 
 
 
CQC is committed to making its communications accessible and engaging to as 
many different audiences as possible. To help achieve this, write in a simple and 
direct style, and avoid unfamiliar jargon and unexplained specialist terminology. 
Although you may need to vary the level of simplicity slightly according to the topic 
and main target audience, always try to follow the basic principles of plain English. It 
shows our external audiences that we consider their needs and want to 
communicate effectively with them. We therefore avoid jargon, padding, 
unnecessarily complex language, and other barriers to understanding.  
 
 
Plain English 
 
According to the Plain English Campaign, plain English is “…writing that the 
intended audience can read, understand and act upon the first time they read it”.  
 
Plain English in practice 
 
Plain English has the following characteristics: 
 
•  An average sentence length of 15 to 20 words. 
•  Relatively short paragraphs.  
•  Use of the active voice. 
•  Simplest, shortest words or phrases that will convey an idea/concept/thing 

adequately. 

•  Minimum use of jargon. 
•  Minimum use of acronyms and other abbreviations. 
•  No unnecessary words or phrases. 
•  No repetition of information, unless used for emphasis. 
 
 
Tips for applying these principles 
 
Length and construction of sentences: 
•  Aim to make of most of your sentences 15 to 20 words in length. 
•  If a longer sentence is unavoidable, still try to be as concise as possible.  
•  Avoid making every sentence the same length, which is monotonous for the 

reader. 

•  Vary the construction of sentences and word patterns, to give your text rhythm. 
•  Very short sentences (up to 10 words) are a good way of emphasising an 

important point or making a statement sound decisive. 
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[bookmark: 5]Length of paragraphs 
Generally, short paragraphs (of up to five sentences) are the most accessible, 
although this will vary according to readership.  
 
Avoid jargon and acronyms 
Jargon is language that is created and used by a particular professional group and 
usually only understood fully by that group.  
 
The public has difficulty understanding such jargon, as do many professional 
audiences. Even health and social care professionals will not be immediately 
familiar with all the terms and acronyms used in their sector.  
 
Avoid using unfamiliar acronyms and other abbreviations unless the term being 
abbreviated occurs frequently. Each time the reader encounters an unfamiliar 
acronym, they need to pause to recall its meaning, which interrupts overall 
comprehension. 
 
Also avoid general ‘management speak’, such as “direction of travel”, “closing the 
loop”, “starter for ten”, “at this moment in time”, “going forward”, “moving the 
goalposts”, etc. It adds very little to meaning and could make your text sound trite. 
 
(See “Acronyms and other abbreviations” in section 5.) 
 
 
Use the active voice 
A sentence has three main parts: a subject, a verb and an object. The subject is the 
person or thing doing the action; the verb is the action; and the object is the person 
or thing being acted upon.  
 
When the verb is positioned before the subject, the sentence is in the passive voice. 
 
Example: “The business plan is being written by Karen.” 
 

  

    (object)                 (verb)         (subject)  

 
When the verb is positioned after the subject, the sentence is in the active voice. 
 
Example: “Karen is writing the business plan.” 
 

    (subject)  (verb)           (object) 

 
The active voice is easier to understand, because it is immediately clear who is 
doing what. The passive voice emphasises what is being done rather than who is 
doing it, and sometimes the subject of the verb isn’t even mentioned at all. Example: 
“It is intended that the new strategy will be developed within six months.” 
 
Over-use of the passive voice is a common fault in work-related writing, particularly 
in formal reports. It leads to a lack of directness and lengthy sentences and 
paragraphs. It can appear ponderous, indecisive or even evasive, and the reader 
has to work harder to unravel the meaning.  
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[bookmark: 6]Aim to make at least 80% of your verbs active. This is particularly important 
when writing about care services. Compare “All wards must be cleaned very 
thoroughly by the contractor” (passive) with “The contractor must clean all the wards 
very thoroughly” (active). The active version emphasises who is responsible for the 
action needed, making it more direct and powerful.  
 
However, very occasionally the passive voice may be appropriate. For example, 
when you do not want to identify who is responsible for the action because you are 
referring to an extremely sensitive situation, or you don’t know who performed the 
action. 
 
Example:  “During the investigation, we were informed that staff were not being 
trained in the correct procedures”, instead of the active: “During our investigation, 
the manager told us that the owner of the care home had not arranged for staff to be 
trained in the correct procedures”. 
 
 
Tone of voice 
 
Corporate ’tone of voice’ is a different concept from corporate house style, although 
both are equally important aspects of the language CQC uses. The tone of voice 
that we use in a communication should engage the audience on both a ‘thinking’ 
and a ‘feeling’ level, and so needs to be tailored to the audience we are speaking to. 
This involves a slightly more creative approach to writing than is needed to follow 
the editorial conventions and preferred terms that make up our basic house style. To 
find out more about CQC’s corporate tone of voice, please refer to the separate 
guide that is available on the intranet. 
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3.  Corporate editorial house style 
 
 
 
As the English language is constantly changing, there are some points of usage and 
even grammar for which there is no single correct version. To prevent inconsistency 
in CQC’s communications, we have some ‘house rules’ about these details. They 
are listed in this section, along with our preferred terms for referring to people who 
use services and aspects of our regulatory work. 
 
 
When to use CQC house style 
 
Please follow CQC’s house style in all external communications and formal internal 
communications, including: 
 
•  Draft text for publications.  
• Press 

releases. 

•  Text for pages or PDFs on our corporate website or staff intranet. 
•  Other screen communications, such as PowerPoint presentations or CD-Roms. 
•  Materials for events, such as invitations, posters, flyers and handouts. 
•  Organisational policy documents, such as for HR policies. 
 
 
Abbreviations 
 
Acronyms 
 
Acronyms interrupt the flow of text for readers who do not use them on a day-to-day 
basis. Avoid using them unless you are repeating the full name or term very 
frequently in your text. Only use an acronym if it is going to help, rather than slow 
down or exclude, all of your possible readers.   
 
The first time that you use the name or term, spell it out in full with the acronym in 
brackets after it. If you are writing a lengthy report, do the same the first time it 
appears in each chapter. Example: “…National vocational qualification (NVQ).” 
 
A few very familiar acronyms do not need to be spelt out, including: the NHS, GP, 
MP, VAT, the EU, and Ofsted. 
 
Other abbreviations 
 
Abbreviate a unit of measurement if it follows a numeral. The abbreviation remains 
the same for both single and plural unit. There is no space between the number and 
unit. For example, 1cm and 5cm. 
 
Do not use abbreviated Latin terms, such as eg (for example), ie (that is), etc (and 
so on), unless you are writing in notes or in tables.  
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[bookmark: 8]Do not use a full stop after contractions such as Mr, Dr, Ms, or after an abbreviation 
unless it spells another word – for example, when no. is used instead of number. 
 
When a unit of measurement follows a numeral, it should be abbreviated, with no 
space between the number and unit. The abbreviation remains the same for plural 
units – for example, 1cm and 5cm. 
 
 
Appendices/annexes 
 
Attachments at the end of documents are referred to as annexes. They should be 
named using letters, not numbers – for example, annex A. If there is only one 
annex, it is not named with a letter. In body text, the word “annex” is not capitalised. 
 
 
Bullet points and numbered lists  
 
Bullet points are useful for organising short, related points. But when using them, 
avoid: 
 
•  Lists of more than six bullet points. 
•  Bullet points containing lengthy sentences or short paragraphs. 
•  Using bullet points to split a long sentence into phrases separated by semi-

colons.  

•  Wide variation in the length of the bullet points in a list.  
•  Overusing bullet points, as this can become monotonous for the reader. 
 
Start each bullet point with a capital letter and end it with a full stop, apart from when 
the items listed contain fewer than four words.  
 
Use numbered lists instead of bullet points if: 
 
•  People need to read the information in a set sequence – for example, if the list is 

a series of related steps. 

•  You refer to any of points made in the list later on in the text. 
 
 
Capital letters 
 
Our corporate house style follows the trend over the last decade of less use of 
capital letters, as seen in The Guardian, Community Care, The Health Service 
Journal, The Economist, and many academic style guides. A high proportion of 
capital letters in text reduces reading speed. 
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[bookmark: 9]Use capital letters when referring to: 
 
A council or individual NHS trust by its full legal name: but a capital is not 
needed when subsequently referring to “the council” or “the trust”, or when referring 
collectively to “NHS trusts” or “councils”. 
 
The name of an individual hospital within a trust: for example, Pinderfields 
General Hospital, Great Ormond Street Children’s Hospital. But when grouping two 
hospitals together, the word “hospitals” should be lower case, as in: “The consultant 
surgeon works at both Northwick Park and Watford hospitals.”  
 
National organisations, public bodies and national committees: for example, 
the National Skills Academy for Social Care, the Royal College of Surgeons. But if 
referring to “royal colleges” in the generic sense, use lower case.  
 
The Government: only if you mean the current government. Do not use a capital if 
using the word as an adjective, as in “government departments”, or if referring to the 
government of another country. 
 
Parliament: but not for the adjective “parliamentary”.  
 
Acts of Parliament: for example, the Race Relations Act. If “the” is part of the Act’s 
official title, then it should also have a capital. Also use capitals when referring to 
“Acts of Parliament” in the generic sense. But parliamentary bills are lower case. 
 
Regulations: but only if you are reproducing the official name exactly.   
 
Government agencies: for example, the Benefits Agency, the Crown Prosecution 
Service, the Equal Opportunities Commission. 
 
Major national initiatives: for example, Investors in People and Sure Start. Do not 
use italics. Department of Health programmes, such as the clinical negligence 
scheme for trusts, do not take capitals. 
 
Titles of publications: these should be exactly as shown in the source document. 
But when using the words “section”, “page”, “annex”, etc in body copy, use lower 
case. 
 
Compass points that are part of a county, a region or a town’s proper name: 
for example, West Midlands, North Yorkshire, East Riding of Yorkshire, Bath and 
North East Somerset. In other contexts compass points do not take capitals, unless 
you are referring to a CQC region – for example, our South East region. 
 
The names of nationalities: for example, French, English, African. Please note, in 
the term “Black and minority ethnic”, “Black” has a capital but “minority ethnic” does 
not. 
 
Job titles: unless you are referring to the job title in a general sense. For example, 
“Many senior analysts supervise three or more people”, or “in most organisations 
the chief executive works closely with the chairman”. 
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[bookmark: 10]Team or directorate names: for example, the Corporate Services Directorate, the 
Press team. 

 

Capitals are not used for: 
•  The seasons – spring, summer, autumn, winter  

•  Organisations in the generic sense, such as social services department/s, NHS 

trust/s, councils, primary care trusts. 

•  When referring to a government “white paper” or “green paper”, although “Act of 

Parliament” is capitalised.  

•  The titles or headings of CQC publications and events materials, apart from for 

the first word and any proper nouns in the title or heading. But if referring to 
another organisation’s publication, follow its use of capitals in the title. 

 
 
Date, years, seasons  
 
Dates are shown as date/month/year, as in 12 July 2007 or Thursday 12 July 2007.  
 
Avoid use of abbreviations and superscripts, as in 12th July 2007 or July 12th 2007. 
But use a non-superscript abbreviation for centuries, as in 20th century, not 
twentieth century. To remove a superscript, go to Tools, Autocorrect, Autoformat As 
You Type, and unselect “Ordinals (1st) with superscript”. 
 
When referring to a range of years, show both years in full, as in 2005–2006, with a 
dash with no spaces in between. 
 
When referring to a single financial year, use 2007/08 separated by a slash with no 
spaces in between. 
 
The names of seasons are not capitalised. If referring to a season within a particular 
year, write “the autumn of 2006”, not “autumn 2006”.  
 
 
Foreign words 
 
Avoid using foreign words or phrases, unless there is no suitable English alternative.  
 
Use anglicised plurals for agendas, focuses, forums, and syllabuses. But use 
“appendices” as the plural of “appendix”, and “analyses” as the plural of “analysis”. 
The singular of “criteria” is “criterion”. 
 
“Data”, the plural of “datum”, has been naturalised into everyday English as singular, 
as in “a piece of data”. 
 
Use italics for non-anglicised foreign words – for example, Clostridium difficile and 
its abbreviation C. difficile – but not for people’s names. 
 
Accents: If you do need to write a non-English word with an accent, use the accents 
in the Symbol option in the Insert menu in Word.  
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[bookmark: 11]Money 
 
•  £ and p, not pounds and pence.  
•  £1 not £1.00. 
•  99p, not £0.99. 
•  £2.5 million not £2,500,000. Use £2.5m in tables or financial documents. 
•  Put commas in thousands: £1,000. 
•  Write non-English currencies in full in body text, such as “yen”, but use symbols, 

such as “¥”, in tables or captions. 

 
 
Numbers 
 
Zero to nine: Should be shown as words. 
 
From 10 onwards: Should be shown as numerals.  
 
A number that starts a sentence: Should be written as a word. Hyphenate 
numbers made up of two words – for example “sixty-eight” – but not if the number 
involves units such as hundred, thousand, million. For example, “five hundred”, 
“sixteen million”, but “five hundred and sixty-eight”.  
 
Numbers of 1,000 or more: Should have a comma between the thousands.  
 
The words “millions” and “billions”: Should be written out in full, apart from in 
tables and charts, where they can be abbreviated to “m” and “bn” (£200m, £3bn). 
Remember there is no space between the number and the unit when using the 
abbreviated form. 
 
Ordinal/ranking numbers (first, second, 15th, etc): From first to ninth, the number 
should be spelt out. For 10th and over, use numbers with an abbreviation, but no 
superscript. To remove the superscript in Word, go to Tools, Autocorrect, 
Autoformat as you type, and unselect “Ordinals (1st) with superscript”. 
 
Fractions: Should be written as words and hyphenated, apart from in tables. For 
example, two-thirds, three-quarters. Use “a third” not “one third”, and “a quarter” not 
“one quarter”. 
 
Numbers of chapter, section and page numbers: show as numerals – for 
example, “chapter 5”, “section 3”, “page 89”. 
 
 
Percentages and other measurements  
 
Percentages are written as a numeral and sign (8%) – including numbers below 10 
– with no space between the number and sign. But when starting a sentence with a 
percentage, express it in words – for example, “Four per cent”. Please write “per 
cent” as two words, not “percent”. 
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[bookmark: 12]Try to avoid mixing use of percentages (10%) with proportions (“1 in 3”) in the same 
sentence. 
 
When a unit of measurement follows a numeral, it should be abbreviated, with no 
space between the number and unit. The abbreviation remains the same for plural 
units – for example, 1cm and 5cm. If a unit of measurement is shown without a 
number, it should be written in full. 
 
 
Phone numbers 
 
Leave a space between the area code and the number – as in 0191 222 6000.  
The London code is 020, followed by a space before the number, which has either 7 
or 8 as its first digit – for example, 020 7448 9200, not 0207 448 9200.  
 
 
References and footnotes  
 
When citing other publications (including white papers, green papers, bills and Acts 
of Parliament), number them according to the order in which they appear in the text. 
Do not show the full reference at the foot of the page – it should appear in a 
separate section at the end of the report that lists all references in their numerical 
order.  
 
Format for references 
 
1.  Author (this may be a person/s, organisation or government department). 
2.  Title (italics for books and journal titles; double quotation marks for journal 

articles. 

3.  Publisher (if different from the author). 
4.  Place of publication (if not the UK). 
5.  Date of publication. 
6.  Page number (where relevant for books, and for all journal articles). 
 
Examples:  
 
“Department of Health, A short guide to NHS foundation trusts, November 2005.” 
“American Allergy Association, Allergies in Children. New York: Random, 1998.”  
 
Murray C, Lopez A, “Alternative projections of mortality and disability by cause 
1990–  
2020: global burden of disease study,” Lancet 1997;349:1498-504. 
 
Double-check all aspects of your reference. Use the exact original title, including 
how it was capitalised, and check all other aspects including any weblink. 
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[bookmark: 13]If a reference is simply the address (url) of a PDF file on another organisation’s web 
page, the reader will not be able to access the information if the url changes in the 
future. Try to give additional information that would help the reader in this event. 
 
Footnotes 
 
A footnote is not the same as a reference. It is used to show that there is a note at 
the foot of the page explaining a piece of information in the main text. Avoid using 
footnotes unless it is impossible to incorporate the information into the body of the 
text. 
 
If a footnote is unavoidable, place an asterisk or other symbol at the relevant point in 
the main text, then repeat it at the foot of the page followed by the explanatory note. 
Use the footnote facility in Word (Insert menu, with symbol/asterisk selected in the 
Numbering option, and a type size of 10 point)." 
 
 
Ratings 
 
When referring to ranked ratings (for example, excellent, good, fair, weak), use 
double quotation marks the first time you refer to them, including the first mention in 
each major section of longer documents. 
 
 
Quotations marks (speech marks) 
 
Use double quotation marks for direct speech or when quoting from documents or 
books. Do not use italics. 
 
If quoted text contains a quotation, the inner quotation should be in single quotation 
marks.  
 
Single speech marks are sometimes to acknowledge when a colloquial, slang or 
seemingly inappropriate word is used in formal writing. For clarity and accessibility, 
try to avoid using terms that need qualifying in this way.  
 
Quotes that are longer than four full lines of text should be indented, with no 
quotation marks or use of italics. 
 
 
Spacing 
 
Use single spacing between lines in letters or emails.  
 
When drafting reports, use a 1.5 line spacing to provide room for handwritten 
comments, and use a single space after a full stop (the industry standard for 
typesetting).  
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[bookmark: 14]Spell-checking 
 
Remember to use your spell checker after drafting text, including lengthier emails. 
 
CQC uses English UK spelling. If your computer is set to the manufacturer’s default 
of English US spelling, your spell-check will show Americanisms, such as “organize” 
and “color”. Here’s how to change it to English UK spelling in Word before checking 
a document: 
 
1.  Select all text.  
2. Click tools. 
3. Language. 
4. Set language. 
5.  Highlight English UK. 
6.  Make sure the box “Do not check spelling or grammar” is not checked (you may 

have to click this box twice). 

7. Click default. 
8. Click yes. 
9. Click OK. 
 
Tautology 
 
Watch out for tautology, which is when we write or say the same thing twice in 
succession, but using slightly different words. For example, “11am in the morning”; 
“past history”; “he hurried in haste to the bus stop”. 
 
 
Tense – use of  
 
Many of CQC’s publications may refer to inspections and other assessments that 
we have carried out. Our findings should be presented in the past tense, because 
they reflect the situation at a particular point in time.  
 
Consultation documents are mainly written in the future tense, because they refer to 
what we intend to do. 
 
Use the present tense in policy documents, guidance on processes, and public 
information booklets.  
 
 
Terminology 
 
For ease of use, we’ve divided our corporate terminology in three groups: terms 
used to describe people, terms relating to our registration of care providers, and a 
general selection of preferred words and correct usages, including some accessible 
alternatives to unnecessarily complex words. 
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[bookmark: 15]Terms relating to people: these are preferred terms for referring to the many 
different types of people who use social care and  healthcare, or who work in care 
services or for CQC. The words relating to disabled people reflect the social model 
of disability, which was developed by disabled people to describe and take action 
against exclusion and discrimination.  
 
 

Term 

Notes 

Asylum seeker 

A person who has left their country of origin and formally 

 

applied for asylum in another country, but is waiting for a 

 

decision to be made about their application. 

Refugee 

A person whose asylum application has been successful 
because they have proved that they would face persecution if 
they returned home. 

Black and minority 

Not “ethnic minority”. “Black and minority ethnic groups” 

ethnic groups 

includes all groups that are not recorded under the “white 
British” category.  

Blind people or 

Avoid “the blind”. People who are blind and deaf prefer 

partially sighted 

“deafblind people” or ”people with dual sensory 

people 

impairment/loss”. 

Carer 

A relative, family member or friend who provides unpaid 
support to disabled people or other people who use services.  

Care worker 

A person who is paid to support children or adults who use 
services as part of their paid role. 

Deaf people or 

Avoid “the deaf”. People who are deaf and blind prefer 

people who are hard  “deafblind people” or ”people with dual sensory 
of hearing 

impairment/loss”. 

Disabled person 

Avoid referring to “a person with a disability”, or “the disabled”, 
or “handicapped” people. 

Individual needs 

Avoid “special needs”, which can suggest segregation and 
exclusion. 

Institutional racism  

(In the context of care services) The collective failure of an 
organisation to provide an appropriate and professional service 
to people because of their colour, culture or ethnic origin. 

Invalid 

Avoid, particularly if referring to a disabled person, because it 
equates disability with illness and has connotations of reduced 
worth. 

Neurodiverse A 

term 

that 

refers to people with a range of impairments 

affecting their perception and communication, many of whom 
are described as having autistic spectrum disorders. 

Older people 

Not “elderly people”, “the elderly”, “the old”, or “old folk”. 

Patient 

Do not use 'patient' to refer to someone who is in a care home 
or nursing home. 
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[bookmark: 16]Term 

Notes 

People who use 

Not “service users”. 

services 

People with a 

Avoid “people with learning disabilities” (even though 

learning disability 

grammatically correct) and “mentally handicapped people”. 

People with 

A term sometimes used to refer to people with a severe 

multiple/complex 

learning disability plus other impairments, such as a physical 

needs 

disability. 

Personal assistant 

Disabled people prefer the term “personal assistant” when 
referring to people who provide them with personal support, 
particularly if they employ them themselves. 

Sexual orientation 

The correct term to use when referring to whether a person is 
lesbian, gay, bisexual, homosexual or heterosexual. This is 
different from a person’s “sexuality”, which refers to how a 
person expresses themselves sexually. 

Younger adults 

Avoid “Older teenagers” or “youths”. 

Wheelchair user 

Disabled people who use a wheelchair sometimes refer to 
themselves as being “wheelchair users”. 

 
 
 
Terms relating to registration of providers of care services: This glossary of key 
terms is aimed at general audiences rather than those closely involved in the 
registration process. We have therefore tried to simplify the definitions of the terms 
as far as is possible without introducing inaccuracies. 
 

Term 

Definition 

Essential standards  The standards that providers of  healthcare and adult social care 
of quality and safety  must meet from 2010 onwards to comply with the Health and 

Social Care Act 2008 (Regulated Activities) Regulations 2010.  
 
The abbreviated term is “essential standards”, or “the standards, 
not “essential quality standards”. 

Guidance about 

Guidance about the outcomes for people that we expect to see 

compliance 

when a provider is meeting the essential standards, and therefore 
complying with the regulations. 

Judgement 

Guidance for our inspectors and assessors to help them make 

framework 

consistent judgments about whether or not providers are meeting 
each of the essential standards.   

The scope of 

The different types of services and activities that the Health and 

registration 

Social Care Act 2008 classifies as regulated. All of them must be 
registered by CQC to have a licence to operate. 

Service 

A general term covering the different types of services, clinics, 
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Definition 

hospitals and residential homes that are run by providers of  
healthcare and social care.  

Regulated activity 

Any activity that is regulated under the Health and Social Care 
Act. Providers must be registered by CQC for each of the 
regulated activities they carry out. 

Location 

The place(s) at which or from which a provider delivers a 
regulated activity – for example, each hospital run by an NHS trust 
or each care home within a group of homes. The provider must 
demonstrate to CQC that each regulated activity they carry out at 
each location complies with the essential standards. 

Provider 

The legal entity that provides a regulated  healthcare or adult 
social care service to members of the public. This could be an 
individual, a partnership, or an organisation. 

Conditions of 

Conditions that we may impose when registering a provider, to 

registration 

bring about improvement or to limit the services they provide. 

Variation in 

Providers can apply to us to vary some of the conditions of their 

conditions of 

registration - for example if they want to offer an existing service 

registration 

at a new location. 

Certificate of 

The certificate that we send to a provider to confirm their 

registration  

registration and any conditions that apply to it. It also gives details 
of their regulated services and activities, and their locations. 

Directory of 

The pages on our website that show all the providers of 

registered service 

healthcare or adult social care that are registered by us, including 

providers 

any conditions that we have attached to their registration. 

Quality and risk 

The information we hold about a provider’s services and activities, 

profile 

including information from our assessments. Each provider’s 
profile is regularly updated with information from external sources, 
including the people who use their services, and monitored on an 
ongoing basis. If we identify possible non-compliance this triggers 
follow-up by our inspectors. 

Scheduled 

An inspection of a location that is planned and can be done at any 

inspection 

time  

Responsive 

An inspection of a location that is carried out any time to look at 

inspection 

identified concerns 

Themed inspection 

An inspection of a location that is carried out as part of a national 
inspection programme that focuses on a specific issue or type of 
service 

Provider compliance  A set of templates to help providers assess whether they are 
assessment 

meeting the essential standards. There is one for each regulation 
and its associated outcomes for people who use services. A 
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Definition 

provider can carry out a compliance assessment at any time. If 
when doing so they identify any changes in their activities that 
could lead to them no longer meeting the standards they should 
inform us. 

Compliance 

The continuous process of checking that each registered provider 

monitoring 

is meeting the essential standards. We do this by constantly 
monitoring all the information we hold or receive about a provider. 

Enforcement action 

The actions we take, based on our legal powers, if a provider’s 
services falls below the essential standards. If necessary, we can 
cancel a provider’s registration if they do not make the 
improvements needed to meet the standards.   

Regulatory action 

A range of actions we can take to ensure that a provider meets 
the essential standards, without taking enforcement action. They 
include meeting with providers, improvement action and a planned 
collaborative review.  

Notices of 

Notices we send to providers either proposing what we intend to 

proposal/decision 

do as part of the registration process, or confirming our final 
decisions.  

Appeals and 

Providers have a legal right to make representations about our 

representations 

notices of proposal and to appeal against our notices of decision. 

Notification 

The action that a provider is legally bound to take to tell us about 
any changes to their regulated services or incidents that have 
taken place in them.  

Statutory warning 

A notice that we send to a provider if they have failed to make the 

notice 

improvements set out in an improvement action, to warn them 
about the further action we will take if necessary.  

Penalty notice – 

Notice to a provider about the penalty or fine we will impose if they 

fines 

continue to fail to meet the essential standards. 

Prosecution 

We can prosecute providers if they do not comply with the 
regulations. 

Suspension of 

We have the legal power to suspend a provider’s registration in 

registration 

part or in full if they fail to improve. 

Cancellation of 

If we have particularly serious concerns about a provider’s 

registration 

services and they fail to improve, we can remove their licence to 
operate by cancelling their registration. 
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Word 

Notes 

A&E 

Use upper case and ampersand, and no space between the 
characters 

Able to 

Avoid “in a position to” or “having the capability to” 

About or around 

Avoid “approximately” 

Adviser Not 

“advisor” 

After 

Avoid “subsequent to” 

Adult social care 

Care services for people over the age of 18. 

All right 

Not “alright” or “all-right” 

Allowed Avoid 

“admissable” 

Among Not 

“amongst” 

Before, earlier 

Avoid “prior to” or “prior” 

Because 

Avoid “due to”, due to the fact that” or “as a consequence of 
which” 

Begin or start 

Avoid “commence” 

Between or 

Between if referring to two objects 

among 

Among if referring to three or more objects 

Can 

Use to show something is possible. If you want to show 
something is allowed by others, use “may”. 

Clostridium difficile 

A healthcare-associated infection. It should be shown in italics, 
as should the abbreviated form C. difficile 

Compare to or 

Compare to is to note similarities between two things;  

compare with 

compare with is to note differences between them 

Comprise, 

Both terms mean to be made up of, but only “consist” should 

consist of 

be followed by “of” 

Coordinate, 

No hyphen 

Cooperate 

Cross-check, cross-

Use a hyphen 

checking 

Death rate 

Avoid “mortality rate” if possible 

Department of 

Abbreviates to DH 

Health 

Different from 

Not “different to” 
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Notes 

Discrete or discreet 

Discrete means individually distinct 
Discreet means tactful, circumspect 

Drug misuse 

Not “drug abuse” 

email  

No hyphen, but hyphenate all other e-words – for example, e-
commerce 

End Avoid 

“terminate” 

Enquiry or 

Enquiry means a question or request, such as enquiries to our 

inquiry 

National Contact Centre. Inquiry means a formal investigation. 

A few 

Avoid “a small number of” 

Fewer than  

Not “less than” (if referring to a number) 

Focused Not 

“focussed” 

Follow-up or 

Use a hyphen when using as a noun – for example, we made 

Follow up 

a follow-up visit, but don't use a hyphen when using as a verb 
– for example, we will have to follow up the provider. 

Healthcare 

One word, no hyphen or space 

Healthcare-

Not “healthcare acquired infection”. Note the hyphen in 

associated infection  “healthcare-associated” 

Helpline 

One word, no hyphen or space 

Independent 

Lower case 

healthcare provider 

If 

Avoid “in the event that” 

Imply 

Imply means to hint or suggest something 

Infer 

Infer means to deduce what has been implied 

In 

Avoid “within” unless referring to a part of a whole 

Inpatient 

No hyphen or space (same for outpatient) 

Meet 

Avoid “meet with” 

Mid-term 

Use a hyphen after the prefix “mid”, unless part of a 
geographical name, such as Mid Glamorgan 

Monitor 

The name of the independent regulator of foundation trusts. 
Spell out Monitor’s role when first mentioning its name if the 
context does not make this clear. 

Multi No 

hyphen 

after 

“multi”, 

unless when two vowels appear 

together (multidisciplinary, but multi-ethnic, multi-agency) 

National Institute for  Abbreviates to NICE. Note “for Health and Clinical …, not “of 
Health and Clinical 

Health and Clinical …” 
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Notes 

Excellence 

NHS 

Use the abbreviated form 

Or Avoid 

“alternatively” 

Out-of-hours, out-of- Hyphenate when used an adjective, but not when used as an 
date 

adverb (eg “he was working out of hours”) 

Possibly 

Avoid “It is possible that” 

Primary care trust 

Lower case. Abbreviates to “PCT” 

Responsible 

Avoid “accountable” or “accountability 

Being reponsible 

Safeguarding 

Preventative measures and response systems to enable people 
to live their lives free from harm, abuse and neglect, and to 
have their health, wellbeing and human rights protected. Those 
most in need of safeguarding are children, and adults who are 
made vulnerable either by their circumstances or by being in a 
particular situation, such as during childbirth or a medical 
procedure. For children, safeguarding work focuses on care 
and development, whereas for adults the emphasis is on 
independence, choice and wellbeing. 

Shown, proven, 

Not “evidenced” (ie avoid using ”evidence” as a verb) 

demonstrated 

sub 

No hyphen when used as a prefix (eg subgroup, 
subcommittee) 

Through 

Avoid “via” unless referring to travel routes 

UK 

Not U.K. (no full stops) 

Use Avoid 

“utilise” 

wellbeing 

No hyphen or space 

Whilst While 

 
 
Time 
 
Use the 12-hour (7.30pm) clock rather than the 24-hour clock (19:30 hours). Leave 
out full stops, spaces or unnecessary zeros – for example, “9am”, not “9.00 a.m.”. 
 
Be specific about time periods rather than using general phrases like “last year”, 
“recent” and “this summer”.  
 
For a range of time periods, use “10 to 12 weeks” and “one to nine months”, not “10-
12 weeks” or “one – nine months”. 
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Titles – of publications 
 
When referring to the title of a document or publication, use italics. Do not use 
quotation marks or underlining. Capitalise the title and subtitle exactly as in the 
source document. Example: Measuring Childhood Obesity: Guidance for primary 
care trusts. 
 
Use lower case for the titles or headings of CQC publications, apart from for the first 
word and any proper nouns in the title or heading. But if referring to another 
organisation’s publication, follow its use of capitals in the title and subtitle. 
 
 
Titles – of people 
 
If you need to show a woman’s title and don’t know her preferred choice, use “Ms”.  
 
If you need to show someone’s job title, check their correct title with the organisation 
or the person if possible. If you don’t know the sex of the person concerned or how 
they prefer their title to be worded, use an inclusive term.  
 
Ways to rephrase job titles so that they are gender inclusive include: 
•  Using the simplest form of the word – for example, “chair” instead of “chairman”. 
•  Replacing -man with –person.  
•  Choosing a different word – for example, “representative” instead of 

“spokesman”. 

 
 
Underlining  
 
Do not underline titles or headings, or use underlining to emphasise words in body 
text.  
 
 
Web addresses (URLs) 
 
Do not include “http://” at the beginning of a web address where it is followed by the 
letters ”www”. For example, show our full website address http://www.h.org.uk” as 
“www.cqc.org.uk”. 
 
However, if a website address does not include “www”, it needs the letters “http://” at the 
beginning for the link to work.  
 
In documents for web publication, make sure that you format any web addresses in 
the text in Word’s “hyperlink” style. 
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4. Planning your writing 
 
 
 
Before you start writing 
 
1.  Identify your audience(s) and their interests and needs. What do they already 

know about CQC? What information do you want to convey to them and what do 
they need to know (not always the same thing!)? What action do you want them 
to take as a result of receiving it? This will determine the most effective format 
and channel for the communication and the amount and level of detail that is 
appropriate. 

2.  Map out the structure and content of your communication. This is particularly 

important for longer, more formal publications. 

3.  Decide what each section has to achieve, what its key messages are and the 

order in which they would logically appear. Draw up a plan of the main section 
titles, main headings and sub-headings. Not only will these act as signposts for 
your readers, but they will also help you stay on course when writing the text. 

4.  Before you start writing, think through the main issues and decide on the key 

facts that underpin your messages and overall story. Decide which supporting 
evidence and/or examples that you will use. But be selective – avoid swamping 
the reader with data unless it is directly relevant to your argument. 
 
 

When you start drafting your text  

 

1.   Follow a logical sequence within and across main sections, ensuring that each 

point is clearly connected to the next.  

2.   Make sure that your text is internally consistent. This includes expressing the 

same view on a particular matter throughout the document, using the same term 
throughout to refer to a particular thing, and using the same number and unit of 
measurement if mentioning a particular piece of data more than once. 

3.   Try not to pad out your text with words and phrases that are not essential to your 

theme or argument. After drafting large sections take a break until the following 
day, then check your text carefully for redundant words or phrases. Be ruthless 
about weeding them out.  
 
 

When you have finished your first draft 
 
1.  Put your text aside and return to it the following day. Then go through it carefully, 

assessing each word, sentence and paragraph to decide whether it’s essential to 
your meaning or overall theme. If not, remove it. Aim to reduce the total word 
count by a third. 

2.  Check your text for factual accuracy, including all statistics, figures and tables, 

references, organisations’ names, and individuals’ names and titles. 
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followed the corporate house style (page 7).  

4.  Carry out a final proofread using a hard copy. Don’t proofread your text on 

screen – it’s more difficult to spot mistakes. 

 

Make sure that you have completed all of these steps before sending your final draft 
to other business areas – for example, to the Marketing Services team, the Chief 
Executive’s office, or the ET/Board secretariats. 
 
 
Suggested structure for formal reports 
 
1. Summary 
2. Introduction 
3. Findings 
4. Conclusions 
5. Recommendations 

6.  Next steps [if appropriate to the topic]. 
 
The summary should not be a hurried afterthought. It is to help anyone who doesn’t 
have time to study the full publication but needs the key messages and the essential 
supporting facts and findings. This may be the majority of readers. The summary will 
also be used as the basis of summarised alternative versions or translations of the 
full report.  
 
Write your summary after you have drafted the other main sections. Make it as 
concise as possible. 
 
 
Formatting your text 
 
Please format your text as you type, following the guidelines in section 7 (page 30). 
This will make it easier to read in Word, or to typeset if it is being professionally 
designed. 

Full guide to writing for CQC, including our corporate house style 

24



[bookmark: 25] 
5. Presenting evidence clearly 
 
 
 
Writing about findings 
 
Try to be as direct as possible when presenting evidence to support your findings. 
Avoid conjecture and suppositions, such as “it is likely that”, unless you can 
substantiate your statement with evidence.  
 
Avoid too many references to “our evidence shows” and “we found that”. Although 
we want our readers to be aware that our assessments are evidence-based, 
constant repetition of this fact is redundant and can weaken the impact of findings. 
Also try to avoid tentative statements such as “it appears that”, or “there is evidence 
that indicates that”.  
 
Do not use ambiguous, unclear or irrelevant data. Avoid including data or findings 
simply because they took a lot of effort to collect. Make sure that everything passes 
the ‘so what?’ test.  
 
Do not write “research shows that” unless you can cite who carried out the research. 
Add a reference note so that the reader can find out more if they wish. 
 
If using imprecise terms such as “a majority of” or “a minority of”, put the percentage 
in brackets immediately afterwards.  
 
 
Presenting data 
 
Use numbers rather than percentages for small sample sizes.  
Where possible, avoid mixing different units – such as percentages, numbers and 
proportions – to express comparable data within a sentence or short paragraph. 
 
Limit your use of figures to those that help to illustrate key points in your text. Think 
carefully about which style – tables, bar charts, pie charts, graph or histogram – is 
the most suitable for the type of data you are presenting. 
 
Charts, graphs and diagrams are all referred to as “figure”, while tables are referred to 
as “table”. Each figure and table should have a number and a title, with the source 
and date of the data shown below it. Figures are numbered separately from tables. 
 
Make sure that the titles of figures and tables, and the labelling of chart axes, are 
consistent with the terminology used in the body text. 
 
The title should state what the figure or table shows, but without any comment on it. 
Use your observations about the data in the main text to help the reader interpret 
what they see in the figures. 
 
Avoid writing “figure 1 shows that”. Once you have made your observations in the 
text, add “(figure 1)” immediately afterwards to direct the reader towards the visual 
presentation of the information. 
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6. Grammar and punctuation 
 
 
 
Here are some key points of grammar and punctuation that reflect contemporary 
standard English usage. 
 
 
Apostrophes 
 
An apostrophe is only used to show possession or where letters have been omitted.  
 
 
Possession 
 
If a noun is singular, add ’s to make it possessive. For example, “the patient's address”. 
 
This also applies to singular nouns ending in s. For example, “Doctor Jones’s desk”. 
 
When a plural noun ends in s, the apostrophe is placed after the s. For example, 
“other trusts' policies”. 
 
If plural nouns don’t end in an s – for example, children, men, feet, people – 
they are treated like singular words when made possessive. For example, “the people’s 
views, the children’s books”.  
 
Possessive pronouns, such as his, hers, its, ours, and theirs, do not need 
apostrophes to show that they are possessive. For example, “The dog knew its 
master”, “Theirs was an effective partnership”. 
 
Non-possessive plural nouns do not have apostrophes. For example, “dogs”, “cats”, 
“vegetables”, “GPs”, and “primary care trusts (PCTs)”. 
 
 
Omission of letters 
 
Use an apostrophe to show where a letter or group of letters has been left out of a 
word. For example, “Don’t (do not) take your umbrella”, “It's (it has) stopped raining”, 
and “Where’s (where is) the doctor?” 
 
Many people get confused about the difference between “it’s” and “its”: 
 
•  It’s is simply a contraction of “it is” or “it has”, and uses an apostrophe to show 

where letters have been left out. 

•  Its is the possessive form of the pronoun it, and never takes an apostrophe.  
 
Do not use apostrophes to indicate that a number or abbreviation is a plural. For 
example, “the 1990s” not “the 1990’s” or “the 90’s”, and “PCTs” not “PCT’s”. 
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Use rounded brackets for bracketed text. Where text appears within a set of 
brackets, avoid placing brackets around words within that text. Rewrite the text to 
avoid using multiple sets of brackets. If this is not possible, use squared brackets for 
the words within the outer bracketed text.  
 
Also use squared brackets when adding comments to quoted material.  
 
Examples: 
 
“About half (52% [118/225]) of respondents to the staff survey were aware of the 
new regulations.” 
“One patient stated: “I felt l was the only person on the ward and nothing was any 
trouble [for the nurses].”” 
 
 
Dashes  
 
A dash is used to indicate a range between numerical items – for example, between 
two ages or years. But apart from in tables, do not use a dash to indicate shorter 
periods of time – for example use “10 to 12 weeks” rather than “10-12 weeks”. 
 
When using a dash to show a range, there should not be a space before or after it. 
 
When using a dash for emphasis, as an alternative to brackets, insert a space 
before and after it. 
 
Dashes (–) are wider than hyphens (-). Avoid using a hyphen in place of a dash. 
There are three ways to type a dash in Word: 
•  Hold down the Ctrl button and the minus symbol on the right hand number pad 

together. 

•  Hold down the Alt key while typing 0150 on the right hand number pad. 
•  Select the long dash from the Insert symbol menu 
 
 
Hyphens  
 
Hyphens are used to connect words that form: 
•  Compound adjectives – for example, long-standing commitment, eight-year-old 

girl. But use “the commitment is long standing”, “the girl is eight years old.” No 
hyphen should be used if the first word of the compound is an adverb ending in 
“ly” – for example, “the locally managed service”. 

•  Compound phrases of nouns and verbs, such as whistle-blowing and data-

cleansing. 
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Collective nouns such as committee, team, staff, NHS trust, government, 
commission, and parliament should be followed by a singular verb. For example, 
“CQC has developed a new approach to this kind of assessment.” 
 
“None” and “neither” also take a singular verb, but “number” and majority” take a plural 
verb. For example, “None of the members is happy about the decision”, “Neither of the 
Liverpool trains was full last night”, “A number of patients are waiting for treatment”, and 
“A majority of the respondents were contacted for follow-up questioning”. 
 
 
Prepositions 
 
A preposition shows the relationship between a noun or pronoun and another word 
in the sentence. For example, for, and, after, by, of, on, at, until, with, and without. 
 
The traditional rule, which many of us were taught at school, is to avoid ending a 
sentence with a preposition. But sentences that are constructed in this way 
sometimes sound awkward and unnatural. The most famous example of this is Sir 
Winston Churchill’s satirical comment: “From now on, ending a sentence with a 
preposition is something up with which I will not put.” 
 
Ending a sentence with a preposition is now generally acceptable if doing so makes 
the sentence easier to read and understand. 
 
 
Split infinitives 
 
The infinitive of a verb is made up of “to” and the simple form of the verb – for 
example, “to go”, “to run”, “to see”. If an adverb is placed between the two words, 
this is known as splitting the infinitive. In the example “He asked to quickly see the 
doctor”, the adverb “quickly” has been placed between “to” and the verb “see”. 
 
There is a lot of debate about whether or not it is incorrect to split the infinitive in 
English. But as many people still object to it, avoid split infinitives in formal writing 
unless doing so alters meaning, as in the following examples: 
 
“She decided to get rid of the books she had collected gradually.” 
 
“She decided to gradually get rid of the books she had collected.” 
 
 
“That” and “which” 
 
“That” is used to distinguish a thing from others of its type. For example, “The house 
that Jack built is run on solar power.” (The phrase “that jack built” shows which 
house we are referring to, compared to any other house.) 
 
“Which” is used to give additional information about a thing. For example, “This 
house, which Jack built, is run on solar power.” (The phrase “which Jack built” tells 
us a little more about the house.)  
 
The phrase beginning “which” is normally preceded by a comma. 
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7. Formatting text 
 
 
 
Our corporate fonts 
 
Arial is CQC’s corporate font for internal and external word-processed documents. 
For professionally designed publications, our corporate font is Foundry-Form Sans. 
 
 
Font size  
 
Our recommended minimum font size in external and internal publications is 12 
point. This ensures that they are accessible to people with visual impairments.  
 
 
Bullet points and numbered lists 
 
Bullet points: round and to align with left-hand margin. 

Numbered lists:  to align with left-hand margin and with a full-stop after the number.  

When listing items alphabetically, use lower case and a bracket. 

 
 
Size of titles and headings 
 
Main titles: 18 point 

Heading 1: 14pt, bold, with a line of space before the body copy 

Heading 2: 12pt, bold, with a line of space before the body copy 

Heading 3:  12pt, bold, with no line of space before the body copy  

Heading 4: 12pt, bold, followed by a colon before the body copy on the same line 
 
 
Text alignment 
 
Text should be justified at the left-hand margin and unjustified (ragged) at the right-
hand.  
 
 
Tables and charts 
 
Charts, graphs and diagrams should all be referred to as “figure“. Tables are 
referred to as “table”. Each figure and table should be numbered and have a title, 
with the source and date of the data shown below it. Number figures separately from 
tables. 
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10pt regular (but avoid using if possible). 
 
 
Highlighting words in text 
 
Avoid using underline, italics or capital letters to highlight words or phrases in your 
text. If you focus on making your meaning as clear as possible, you should rarely 
need to ‘shout’ at the reader in this way. If it is absolutely essential to highlight a 
word, please use bold.  
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8. Writing for the web and PowerPoint presentations 
 
 
 
Writing for the web 
 
The internet is a less formal medium than print, largely because of the visual 
challenge of reading from a screen. Research by the web industry shows that most 
people: 
•  Find it more of a strain to read from a web screen than from printed material. 
•  Take about 25% longer to read the same paragraph on screen than on a printed 

page. 

•  Are therefore more likely to become impatient and leave the page without 

absorbing its content. 

 
This means that clear, simple language is essential if you want your content to 
communicate effectively with site visitors. If the text has to be lengthy and complex 
because of its subject matter – for example, detailed explanations about new legal 
guidance – then give a brief outline and present the full information as a 
downloadable PDF. 
 
Be very careful when using information that has been produced for print publication. 
You will need to edit or rewrite it for web use, following a few simple principles, to 
ensure that it is user-friendly. The key points to consider are length, structure and 
style. 
 
 
Length 
 
Here, length refers not only to total length, but also to the length of individual 
sentences and paragraphs. Remember to: 
•  Be concise – you should aim to use about 50% fewer words than when writing for 

print. 

•  Use a maximum of 15 to 20 words per sentence, and vary sentence lengths within 

this limit. 

•  Choose the simplest and shortest words to express an idea, concept or thing.  
•  Aim for one idea per sentence and no more than one main idea per paragraph. 
•  Check for any repetition of words or ideas, then delete or reword accordingly. 
 
 
Structure 
 
Use the pyramid structure, in which the most important information is summarised in 
the introductory paragraph, with supporting information and background context 
coming later. Having a concise but meaningful introduction at the top of the page 
helps visitors to assess at a glance which pages are likely to be of interest to them.  
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Use subheadings to help split the page into more digestible chunks and to provide 
signposts for users who are hurriedly scanning entire sections. Subheadings need 
to be eye-catching enough to attract the reader’s attention, while being explicit 
enough for them to know what each subsection is about. 
 
Bullet points are another way of splitting up information to help the reader assimilate 
it quickly. But too many bulleted lists can become monotonous, so it is better to use 
them in combination with paragraphs rather than alone. 
 
Sometimes text has to be lengthy to do justice to a complex topic. If this is the case, 
split it into an introductory page and linked pages showing further detail, so that the 
user doesn’t have to do too much vertical scrolling.  
 
 
Style 
 
The tone of voice you use should reflect the relative informality of the web medium. 
In addition to following the general advice about plain English in section 4 
“Language and tone of voice”, you should aim for a slightly more conversational 
tone than you would use in print: 
•  Address the reader directly by writing in the second and third person plural (“you” 

and “we”). 

•  Don’t be afraid of giving commands (the imperative voice) to help make 

instructions clearer and more punchy. “Please”, “just” and “simply” will soften the 
effect of the imperative if necessary. For example, “Please use block capitals” 
rather than “The form must be completed in block capitals”, and “Make sure we 
receive your application by”, rather than “Applications must be received by”. 

 
 
Other things to remember 
 
If you refer to a concept or thing more than once, use the same word or term each 
time. By using terminology consistently, you’re enabling users to follow and make 
connections between terms used throughout the site without confusion.  
 
Double-check the facts in your text, including statistics, dates, spellings of specialist 
and scientific terminology, email addresses and phone numbers, and other 
organisations’ names. CQC’s website has around 140,000 visitors a month, which 
means that a lot of people will see any mistakes in the content. 
 
 
PowerPoint presentations 
 
Visual aids such as PowerPoint can be a useful way of emphasising the key points 
in a presentation. But the basic mistake many presenters make is that of writing 
their entire speech on PowerPoint slides and then repeating word for word what is 
on the screen. This style of presentation can make even the most well-meaning 
audience feel bored and restless.  
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1. Write your presentation first, then pick out the key messages that you want to 

highlight on screen. 

2.  Use as few slides as possible. The more often you change the message on the 

screen, the more effort your audience has to make to keep up. 

3.  In a PowerPoint slide, brevity and impact are much more important than detail. 

Present the detail verbally, to expand on the key points listed on the screen. 

4.  Have no more than six lines of text, including bullet points, per slide. 
5.  Keep bullet points as short as possible – aim for a maximum of 10 words. 
6.  Use plain English. 
7.  Vary the visual format to maintain interest and create impact. Simple diagrams 

can help to illustrate a point, but anything complicated or detailed will confuse 
your audience. Remember that figures and tables that work well in a publication 
may be too detailed for screen viewing, or may need to be shown in a larger 
size. 

8.  If you want to use pictures, make sure they support your key messages. Do not 

use clip art. If you use cartoons, make sure they’re appropriate for your 
audience. 

9.  Make sure that you begin and end on a high note. Your first few slides are your 

opportunity to grab your audience’s attention. Your final slide is your opportunity 
to ensure that you leave them with one or two key ideas in their minds. 

10. Any typographical errors become embarrassingly obvious when projected onto a 

screen, so don’t forget to use the spellchecker and to proofread your slides. 

11. Rehearse your presentation – in front of colleagues if possible. This is probably 

the most important step of all. It will give you confidence and make you familiar 
with actively communicating your material – both essential for a truly professional 
presentation. 
 

The corporate template for external PowerPoint presentations is available on the 
intranet.  
 
 
For more information 
 
If you have any queries about CQC’s editorial house style or visual identity, or would 
like advice about writing text for a CQC publication, please contact the Marketing 
Services team on 020 7448 9319 (ext 489319). 
 
These guidelines will be regularly updated, in response to feedback from staff. The 
most up-to-date version is available on the intranet. 
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