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Communication Notes
Communication:  The sharing of feelings, thoughts, and information with another person.  In order to do this you must recognize your feelings and then be willing to express them.  You also must be able to listen to someone else and understand what they are truly saying.

Listening:  How many ears do we have?  How many mouths?   This is an easy way to know which one is more important.  (
Active listening:  letting the person know you heard and understood what they said, really paying attention to what someone is saying and feeling



Reflective listening:  you rephrase or summarize what the other person has said 



Clarifying: asking the person how he or she feels about the situation or by asking questions to understand more fully what is being said



Encouraging:  giving signals that you are interested and involved (nod your head, make eye contact, “I understand”, “Uh-huh”)



Empathizing:  actually feeling the other person’s feelings as you listen (if they are sad, you feel sad too)

Practice:  Shane storms into my classroom.  He shouts, “This *&^%$ sucks!”

Ms B:  “You sound really upset Shane.  What is going on?” ___________________

Shane:  “Man, my moms kicked me out and I got no where to stay”

Ms B:  “Why did she kick you out?” _____________________
Shane:  “She is trippin’ cause I came home late on Friday.  She told me if I came home late again she would boot me but…” (his voice is starting to crack)

Ms B:  “Yes”  _______________________
Shane:  (taking a deep breath) “Well she did.  Last night I crashed at a friends, but that isn’t going to last” 

Ms. B:  “So when you came home late again she told you to leave?” _________________
Shane:  “Yep and now I don’t know what to do”

Ms B:  “You sound scared”  ____________________________
*Good listeners do NOT give advice:  
they ask good questions that help the “talker” decide what to do!

[image: image2.jpg]



Non-Verbal Communication:  the use of behavior rather than words to express feelings…should match verbal communication 
Examples:  head nod, smile, wave
Mixed Message:  When the verbal and non-verbal communication does not match…this can be very confusing to the person listening!

3 Types of Verbal Communication:


Passive:  holding back of ideas, opinions, and feelings; have difficulty expressing concerns, often makes unnecessary apologies and excuses for what they have done or said (someone cuts in front of you in line & you say nothing)

Aggressive:  use of words and or actions that disrespects others; might call people names or make sarcastic remarks, interrupt others or intimidate others (someone cuts in front of you in line & you “cuss them out”)

*Assertive:  honest expression, use feeling words, don’t have anxiety, don’t threaten others (someone cuts in front of you in line & you say, “Excuse me, but I’m next in line”)
How to be Assertive:

(  Say “Yes” or “No” firmly

( Reinforce the message with appropriate body language (including keep shoulders back and head up and look the person in the eye as appropriate)

( Avoid making excuses and unnecessary apologies

( Apologize when necessary

( Do not hint

( Do not put the person down in any way 

( Use an appropriate tone of voice (not too loud or too soft)

(  “Mean what you say, say what you mean”  (do what you say too! ()

(  Use “I” statements

“I” statements:  A statement in which a person tells how he or she feels using the pronoun “I” in order to avoid blaming, name-calling, or otherwise upsetting the person.  Keep in mind it is their behavior…but your feelings!  (
Using “I” Statements:

1.  When __________________________

2.  I feel ________________________

3.  I would like ___________________

4. Reaffirm (Thank you for understanding)

Example:

( “You *&^%$!  What have you done with my baseball glove?”

( “When I can’t find my baseball glove, I feel angry.  I would like my things put back where they belong.  Thank you for understanding.”

( “You are always late!  I don’t even know why I am friends with you!”

(  “When people are late, I feel worried.  I would like people to call me if they are going to be late, so that I don’t worry.  Thank you for your time.”

Practice:

(  “Why do we always have to do what you want?”
(
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(  “I can’t believe that you stole my sweatshirt without asking!  You @#$^^&*^%!”

(
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Adult Communication:

10 tips for better communication with the adults in your life:

1.  TALK (make time to talk, don’t allow interruptions)
2.  Do fun things with them

3.  Know when to speak

4.  Practice being an assertive communicator

5.  Say thank you (compliments and acknowledgments)

6.  Keep in mind they are learning too

7.  Take a risk (share more with them, if we don’t know what is going on we can’t help you)

8.  Accept all feelings

9.  Be honest (you need to earn and keep their trust)

10.  Accept the things you cannot change (you can only change yourself)

Cope:  to deal with a situation (Shane is coping with his father's death.)
Defense Mechanisms

An unconscious thought or behavior used to avoid experiencing unpleasant emotions 
Compensation:  achieve in another area

Daydreaming:  imagining pleasant things to take your mind off reality


Also known as Escape
Denial:  refusing to accept reality

Displacement:  shifting feelings about one situation to another (kick the dog)

Idealization:  copying someone you think highly of


Also known as Identification
Projection:  seeing your own faults or feelings in someone else

Rationalization:  making excuses for or justifying behavior

Regression:  reacting in an immature fashion

Repression:  blocking out painful thoughts or feelings

Sublimation:  redirecting negative impulses (“tagging”) into positive behavior (helping your art class create a mural)
