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Say: Welcome to the Power Of Active Voice! This workshop is estimated to last 30 

minutes. 
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[Read the Objectives.] 
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[Read the slide.} 

Ask: Can someone give me an example of active voice?   

[Allow time for answers. An example might be: Carolyn will answer the question.] 

Ask: Can someone give me an example of passive voice? 

[Allow time for answers. An example might be: Carolyn may be answering every 

question.] 

Ask: What about this sentence, Carolyn answered every question. Is that passive voice 

or just past tense?   

[Answer is past tense.] 
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[Read the slide.] 

Say: “Carolyn may be answering every question.” Can you tell me exactly who will 

be answering every question? No, you can tell me it might be Carolyn, but it might 

not be Carolyn. Consider this statement: ‘Nurse A may have answered the call bell 

late.” This statement leaves it open for someone to say that Nurse A may not have 

answered the call bell late.  

Ask: Can someone tell me how you might change this statement to make it true and in 

active voice? 

[Suggestion: Nurse A answered the call bell late.] 



Say: Read the instructions in the bullets on the slide, then on the next slide we will 

answer a few questions. 
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[Read the slide. Return to the previous slide if the surveyors need to review an 

instruction again.] 
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Say: Let’s take a look at how the instructions were re-written.   

[Read the slide.] 

Ask: Are these instructions much clearer? Let’s review why each one is clearer. 
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[Read the slide. Review the original instruction again if needed.] 

 

Ask: Is active voice a little clearer for you now? 

Say: Let’s look at a few more examples. 
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[Read through the slide.] 

Ask: Are there any questions? 

[Click to continue.] 
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[Read through the slide.] 

Say: For CMS Form-2567 we must write in active voice so that our statements are 

very clear, and there is not a question regarding who did or did not perform an action. 

Let’s take a look at some “clue words” that you are about to launch into passive voice. 

[Click to continue.] 
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[Read through the slide.] 

[Click to continue.] 

 Say: Ok, let’s practice what we have learned. 



[Read the directions.] 

Say: I will read the sentence and you tell me if it is passive or active.  Write down 

your answers, we will check our work on the next slide. 

[Read each sentence and wait for the surveyors to tell you if the sentence is passive or 

active voice.] 

[Click to continue.] 
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Say: Review the answers.   

Ask: Are there any surprises? 

 

[Read the directions.] 

 

[Click to continue.] 
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Say: Please rewrite each of these passive sentences in active voice. You have 10 

minutes. 

[Answer any questions as appropriate. Time the surveyors when 10 minutes are done 

tell them to stop writing.] 

 

Say: Let’s take a look at some potential answers. 

[Click to continue.] 
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[Read through the slide.] 

 

[Click to continue.] 
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[Read through the slide.] 

 

Ask: Did anyone have other answers?   

[Review any other answers and provide feedback as appropriate.] 

 

[Click to continue.] 
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[Read through the slide.] 

[Click to continue.] 
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Thank you for your kind attention. 
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