| NTERPRETI VE SKI LLS
LESSON NUMBER: 3

SESSI ON TI TLE: COVMUNI CATI ONS Oig. Prepared by: Tyler 1/83
Kar dos, d son,
Tayl or 10/ 83

SESSI ON LENGTH: 6-8 Hours Revi sed by: W Fuchs 1/92
OBJECTI VES: At the end of this session, each participant should be able to:

1. Define conmunication in their own terns;
1.List the five major conponents of the communi cation process;
2. Conpar e good and bad/active and passive |listening habits;
4. Describe three kinds of non-verbal communication
5. Denpnstrate the conmuni cation concepts and skills presented in this | esson during
formal programs and i nformal contacts;
6. Effectively approach a visitor and make contact at an information/orientation center
and during roving interpretation.

MATERI ALS AND EQUI PMENT: Activity props and appropriate handouts (See Lesson Pl an

Appendi ces) .
Cont ent Met hod Ti ne
. Introduction
1.Introduce self to participants. Lecture 2-3
m nut es
2. Def i ne Comuni cati on. Participative | 10 m nutes
l ecture and
COVBMJeNI eCAeTI ON (ke-m '-ne-k_'-shen), n. [Fr.;L. brai nstorm
conmunitatio; to share, to make common] To give,
or give and receive, information, signals, or
nessages in any way, as by talk, gestures, witing,
etc.
a. Conmmuni cation has two prinary conponents
1. A SHARED UNDERSTANDI NG
2. AN EXCHANGE OF | DEAS
3. Barriers to conmunication Participative | 10 m nutes
di scussi on
a. A conmunication barrier is anything that
prevents effective conmmunication
b. Barriers can include:
| ack of opportunity to exchange i nformation
| anguage di scrimnation
physical disability cul tural differences
psychol ogi cal barriers




Cont ent

Met hod

Ti ne

Because of these barriers and
others.... THE MESSAGE SENT
I S NEVER THE MESSAGE RECEI VED

4. Commruni cati on exercise that illustrates both verbal and
non-ver bal conmuni cati on

Suggested activity: The Tie Gane -
See appendi x.
I'l.The PROCESS of COVMUNI CATI ON

Choose a nmodel of conmunication fromthose drawn bel ow
(or fromother sources) that descri bes:

A.  Sender See text on
B. Receiver t hese topics
C. Environnent bel ow t he

D. Channel nodel s of

E. Message conmuni cati on

See the next several pages for conmunication nodels and
an expl anation of the above terns. Build the nodel on

the wall with pre-drawn sections (flip chart paper) as

you descri be the conmuni cati on process. Hang pi eces on
wal |l to build to a whol e process nodel .

C ass
exerci se

Participative
| ecture,
brai nst orm
exerci se

20 m nutes

40 m nutes



MODELS OF COVMUNI CATI ON

COVMMUNI CATI ON MODEL |

SENDER RECEI VER
TRANSM SSI ON
t hrough a t hrough a
climte of channel climte of
- CULTURE nmedi a - CULTURE
- Knowl edge nmet hod - Know edge
- Past Experience envi r onnent - Past Experience
- Feel i ngs - Feel i ngs
-Attitudes LI STENER REACTI ONS - Attitudes
- Enoti ons gi ve feedback to - Enoti ons
SELECTS, SORTS t he sender SELECTS, SORTS
& ENCODES & DECODES THE

THE | DEA RECONSTRUCTS | DEA




COVMMUNI CATI ON MODEL 11

SPEAKER
/ (sender) \

/ ) \
/ ) \
/ ) \
CONTENT/ MATERI AL ) OCCASI ON
(i deas, feelings +
and i nf or mati on) \2 and
\ \2 hi st ory)
\ 2 /
\ 2 /
\ /
\
\ AUDI ENCE /

(receiver)

(envi r onment
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4. Communi cati on
The Sender

* Selects, sorts and encodes information to send out as a
nessage.

Sel ects = Chooses what to say (send nessage) and what
not to say (don't send nessage).

Sorts = Prioritizes nessages to be sent.

Cat egori zes i deas based on own experiences,
priorities and perceptions of the world.

Encodes = Transl ates thoughts into words (encodes
i deas i nto words).

*Uses words and i deas based on own culture, experiences,
priorities and perceptions of the world when
conmmuni cat i ng.

Because the way we act including non-verbal signals
(think, and speak (the way we encode our words and
what words we use) is based on how we have been taught
(our individual history and culture), the way we
conmuni cate is based on our history and the culture we
come from

OPTI ONAL

Cl ass exercise on encoding using the theme - Wrds
represent ideas and i nages, words are not ideas or
i mages. 15 m nutes

I N CONVERSATI ON the role of the sender and the Receiver
often switch frequently and quickly.
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B. Recei ver

* Selects, sorts and decodes information received in a

message.

* Sel ects = Chooses what to hear (receive as the nessage)

and what not

to hear (not receive).

Sorts = Prioritizes nessages received.

Cat egori zes ideas recei ved based on own experiences,
priorities and perceptions of the world.
Decodes = Transl ates words into thoughts (encodes words

into i deas or

*Hears words and
experi ences,
wor | d.

i mages.

deas based on own cul ture,
priorities and perceptions of the
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C. Environnent

a. The environnment limts or enhances the nunber of
channel s avail abl e for comunication
i) Excessive heat, cold, noise,light, dark
etc. will limt effective comrunication by distracting

you fromthe topic and nmaking active listening difficult.

D. Channe

a. The channel of comunication is the carrier you
use for your communication. Exanples of
channel s include: voice, body | anguage, signa
flags, tel ephone..

b. To communi cate effectively you nust use a channel of
conmuni cati on appropriate for everyone that you
are trying to communicate wth.

Suggest ed exercise: Set up class in groups of 4-6.
Wthin each group pass out cards with the 2 channels of
conmuni cati on open to them

Ex. Witten words, draw ngs, speech, code, |oud voices
only, by touch..

The group nust attenpt to pass a sinple nessage through
the group w thout going outside the channels of
comuni cation available to them

Discuss the limts many visitors have on their channels
of conmuni cati on and how to open nore channels to foster
i ncreased comuni cati on and under st andi ng.

Channel of
conmuni cat i on
exerci se

Di scussi on

15 m nut es
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E. Message

The SI TUATI ON of encodi ng and decoding is created by:
Synbol s, Language, Code, Arrangenent, Voice, Etc.

I1l. Listening
A.Introduction & Statenment of Problem
Listening as part of the communication process.

B. Conpar e passive and active listening habits - see
handout

1) Passive listening Brief listening skills activity
2) Active listening

C. The environnent/setting - external influences on
comuni cati on.
| V. COWLUNI CATI ON SKI LLS
A.  Voice
1. Vol ure
2. Rate

3.Pitch
4.Diction

snmal | group
activity

May be
covered in
this | esson
or with
wal k/ tal k

t echni ques

Lecture and
snmal | group

30 M nutes

30 m nutes

1 hour
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B. Gestures

1. Gestures are used to hel p point out thoughts, enotions,
areas of enphasis and to direct people.

Good gestures are novenents directly associated with an
i dea or image. They are not inmpul sive or random
novenent s.

CGestures are used:

a) For enphasis
b) to direct attention
c) to control group

2. Cestures are conmmon synbol s between many cul tures
and are easily understood by nost people.

NOTE: There sone commpn gestures that nean very
different things to people fromother cultures than
they do to nost North Anericans, be careful

Lecture and
snmal | group
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Four basi c hand gestures:

(1) The index finger. The index finger is used to
point out, indicate direction,
chal | enge, count, or perhaps
to stress a point.

(2) Palns up.The palns up gesture is used to appea
to your audi ence; or present an
i dea, request, or solution. Many
tinmes it is used in conbination with
the finger gesture.

(3) Palns down. The pal ns down gesture is a cal mng
gesture or, if done in a downward

slice, it can be used to reject
or to condem.

(4) The fist.The fist gesture is reserved for use
wi th expression of strong feeling,
such as anger or deternination

Good gestures are: Natural, definite, tined,
appropriate, and enthusiastic. For better gestures, try
to get the el bows well out fromthe body and use up sone
energy. Devel op your gestures in a self-disciplined
manner. Practice before a mirror to see yourself as

ot hers see you.

C. Body Language

1. Eye contact

2. CGestures revisited

3. Movenent for enphasis
4. X her non-verbal pitfalls
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moow>'

. Revi ew of :

The communi cation process

. Sender

. Recei ver

. Envi r onnent
. Channel

. Message

Good and bad Listening techniques
Verbal and non-verbal comunication
- Voi ce, gestures, body |anguage

DO s and DON Ts

| ecture or
participative
| ecture

5 m nutes
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VI . I ntroducti on

The operation of a Visitor Center information/orientation
desk, roving interpretation, and incidental visitor
contacts requires interpreters (and non-interpreters)
to be able to communicate effectively with smal
groups or with individuals. These types of visitor
contacts are sonetinmes the only chance we get to
i nfl uence behavior or gain support for the Nationa
Park Servi ce.

VI1. The Information - Orientation Function And You

Make your self approachable. Break down the barrier of
intimdation.

A. YQU personally. |If you | ook good, you'll feel
confident and visitors will consider you a
pr of essi onal .

1. Appearance (neat, clean, uniform
2. Attitude (friendly, courteous, patient, helpful,
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B. YQU professionally

1. You nust neet the human needs and wants first.

2. Make the initial contact with the visitor. Break the
ice with a greeting and a smle. Be available.

3.Clarity is a virtue. Make concepts clear by using
terns, phrases, and exanpl es your visitor can
relate to.

4.Be fair to all. Spend appropriate tinme (not
necessarily the sane amount of tine) with each
visitor during peak busy tinmes. Acknow edge
t hose who are waiting.

5. There's no such thing as a foolish question. It is the
first time the visitor has asked it.

Never enbarrass the visitor.

6. Know your visitor.

7.Use surroundings to help rather than hinder. (ie. tine
of day, tenperature, outside distractions)
handout on G ving Instructions.

VII1. PERSONAL CONTACTS AND GROUP | NTERACTI ONS

1. Describe differences between One-on-one contacts
Smal | group contact
Medi um group cont.
Large group contact
Medi a cont act

Question - What are the differences between (simlarities
anong) communicating with a group and one to one
comuni cations? Sone answers are listed in the
attached handout "Meanings are in people not in
wor ds".

Some answers for one to one vc group are:

1. Opportunity for nore feedback and clarification
2. Sender/ Receiver likely to change roles nore often
3. Loss of sender control over direction and outcone
4. NMbre intense non-verbal interaction

(You don't need a conplete list - sinply start thinking
in the direction of objectives.)

2. How to approach visitors during roving contact
inavisitor center
at the start of a progran
etc.
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Cont ent Met hod Ti ne
| X. HANDLI NG VI SI TOR S PROBLENMS. Lecture and 30- 60
a. Get the facts. Scenari os m nut es

b. If it is an energency, get help fast.
c.Attenpt to calmthe visitor.
d. Carefully record the facts.
e. Informyour supervisor
c. Fol | ow up.

X. Basi ¢ Concepts Applicable to |Interpersona
Comuni cati ons.

Good i nterpersonal comunications skills are inportant to
interpreters or others who find thensel ves worKking
with the public in the parks. W know that our
visitors cone fromvarious backgrounds. They bring
with thema variety of "languages" which we nust
strive to understand.
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Interpretation is necessary to bring about their
appreci ation and proper use of the parks.
Handout - "Meaning in People Not in Wrds"

A. Concept: "Meanings are in people not in words." Wrds
have di fferent neanings for different people.
(Pick such a word.) For exanpl e:

1." Over head"

Sentence: If you're not careful the overhead can hurt

you!

Over head neans cost of operation to a businessnan. It
nmeans ceiling to a sailor, and a transparency to
a trainer.

Get the class to think of other words which have nultiple
meani ngs and put themin sentences. Get class
to think of nmeanings that are described by
different words (especially those that vary by
regi on)

ex. Soda, cola, pop, coke, tonic

Bag, sack

Regul ar coffee (=black in west =cream & sugar in east)

M| k shake, frappe, ice cream soda

2. Discussion: How does the concept "Meanings are in
people, not in words" apply to visitor contacts
made at an information/ orientation desk, or
during roving and incidental interpretation?

Opti onal Exercise

Requirenents: Slide projector /screen, up to 4 slides (1
abstract, unfamliar)

Instructions: Either put screen in back of roomor turn
class around or have themcl ose their eyes when
slide is projected. Ask for 4 volunteers. A
vol unt eer describes the first slide. Questions are
not allowed fromthe group (no feedback).

Peopl e get visual inmage fromverbal description. After
the description is finished, have the class | ook at
the slide. D scuss anmong the class the
di fferences between the class's nmental picture and
its real picture.d ass Exercise

Repeat the exercise with another slide but allow varying
degrees of feedback
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Have 2 peopl e describe the next slide. Discuss the
differences in their descriptions.

Use an abstract view slide. Have a volunteer describe it
with feedback or not. The differences in the
experi ences between the describer and the listeners
can effect the results.

Possi bl e concl usi ons from di scussi on foll owi ng exercise:

1. Feedback can hel p build understanding but it takes
tinme.

2. Perceptions of color, scale orientation vary a great
deal

3.Wrds are abstractions; poor substitutes for
experi ence.

4."Meani ngs are in people not in words" (Key concept)

Di scussi on: How do t he concl usions apply to roving
interpretation contacts, casual visitor
contacts, and information/orientation
contacts?

Optional Exercise: Define words that are abstractions.

B. Gving Instructions
1. Inmportant on the job; can be a large part of it.

2.1f meanings are in people, feedback and clarification
nust be allowed or be prepared to carefully
avoi d words of many neani ngs and words which are
val ue | oaded or abstract.
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Optional Exercise: The Puzzl e Exercise
See exercise in the APPENDI X

Di scussi on: Feedback val ues, |anguages of instruction
| npact of middle person |inkages (anal ogy of
government agency). Language skills of instructor
and doer. Feedback clarifies but requires tine.

Rei nforcenent - Key Points

1.Instructions require clear |anguage whi ch can be
under st ood by doer

2.Clarification can increase probability of correct
conpl eti on.

3.Clarification costs tinme sacrifices speed. Consider
warni ng people in a burning building of a fire
and whet her to nuch feedback shoul d be all owed.

4. Witten instructions nmust be clear and concise in words
under st ood by the doer

5. Meanings are in people not in words.

A curious variant of the T-puzzle exercise is to have one
pair do it over the telephone if inter-office
extensions are avail abl e.




Cont ent Met hod

One variant on the T-puzzle is to have two instructors
behi nd the doer. Have you ever seen what happens when
t he supervisors out nunber the workers.

Sane as T-Puzzl e ExercisesD scussion: How inportant are
f eedback and
clarification to
one-on-one interpretive
contacts?

C.Di scovering one's own Personal, Barriers to
Conmmuni cati ons or "The Bags W Wear Over Qur
Heads".
Mat eri al s: Enough super mar ket brown bags to supply each
class menber; felt tip magic nmarkers or
crayons.

I nstructions: Have people break into pairs. Wen paired,
have them pick or give thema
subject to talk about. Designate
one a sender and the other a
listener. Place bags over their
heads. Let themtal k about the
subject for 5 mnutes. Now have the
pairs join with another in the group
to tal k about their experience. You
can join 4's to 8 to discuss and
report on how bags hinder and (to
sone's surprise) help. Each person
can consi der what invisible bags we
are in during interpersonal
comuni cations. Each can wite what
bag means on brown bag and take it
back to work to set up and rem nd
t hem

Sone things which should cone out:

1. Speaker has to articulate better; be sure of
clarification because non-verbal nessages
i ndi cating uncertainty are not present.
2.Listener may hear better because there are no visual
distractions and also feels the need to
concentrate nore
3. Things may be said that may not be said with eye
contact. There may be nore honesty and | ess
i nhi bition.
4. Sone di sconfort may exi st wthout being sure of your
partner's behavior, especially if only one is
wearing a bag.
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I V.Listening (Using active |listening techni ques)

A. Wy devel op listening skills? (Nobody says anything as
important to say as | have to say anyway.)

Opti onal Exerci se:

Par aphrase - clarification - mrroring
See Exercises in the APPENDI X

Vari ati ons:

V. Concl usi ons: Sunmmary of Session
Revi ew.

1. The uni form and nonverbal comuni cati on.
2. Meanings are in people not in words.
3.G ving instructions.

4. Bags and barriers.

5. Li st eni ng.




APPENDI X

I NTERPRETI VE SKI LLS |

COVMUNI CATI ON

ACTI VI TI ES GUI DES FOR LESSON PLANS
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I. The Tie the Tie Gane.

The tie gane conpares the ability of teans to conmunicate information verbally, non-
verbally, and with a conbination of verbal and non-verbal communication skills.

Equi prent needed: o 4 ties.
e Flip chart for post exercise discussion.
Peopl e needed: e 3 or 4 people who know howto tie a tie.

e Equal nunber of people who do not know howto tie a tie.
e Equal nunber of observers to observe what works and what doesn't.

Directions: Goup volunteers in pairs, one who can tie a tie w thone who cannot.

Group 1. Stand face-to-face.
Can both see and speak to one anot her.

Group 2. Stand face-to-face.
Can see each other, but cannot speak.

Group 3. Stand back-to-back (cannot see each other).
Can speak to each ot her.

G oup 4. (OPTI ONAL)

St and back-to-back (cannot see each other).
Cannot speak to each other.

In each group the person who knows howto tie a tie attenpts to instruct the other to
tie the tie as best they can with the restrictions placed on their group.

observers record the different nmethods used to try and conmuni cate. Also help
determ ne who finishes tieing tie first.

The exercise is timed (set atime limt) to see who finishes first, second...
At the end of the time limt conpare how well the groups have tied the ties.

Di scuss the nodes of conmunication used and the results (who tied the tie first, best,
last, not at all; Wy/why not).

conti nued next page.
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G oups

Face to face/allowed to speak. Can use both verbal instruction and denonstration to
get the tie tied. WII usually tie the tie fastest [unl ess the verba
instructions interfere with the learner's attention to the task at hand].

Wth both visual and verbal communication, and the chance for direct feedback
chances for understanding are good.

Face to face/no speech allowed. Cannot use verbal cues, but can denobnstrate
effectively. Mmcking this way is a very effective learning tool. WII
usually finish tieing the tie soon after the other face to face group
Wth instant (face to face). visual feedback enhances the chances for understanding.

Back to back/allowed to speak. Can comunicate by voice only. No visual contact
allowed [= no m mcking or other non-verbal conmmunication possible]. This group
will often fail to tie the tie successfully. Little feedback possible, sone
under st andi ngs arrived at.

Back to back/no speech allowed. Cannot communicate verbally or non-verbally. WII not
be able to tie the tie. You may choose to skip this denpbnstrati on group to save
time and avoi d enbarrassing the nenbers of the group. No comunication, little
or no exchange of information

After the groups attenpt this exercise have the audi ence and the observers explain the
nodes of conmunication seen in the groups during the |Iesson plan and discuss what made
the groups nore/l ess effective at conmunicati ng.

Not e: Vi sual communi cation is one form of non-verbal conmunication. It includes
gestures, signalling, mmcking..

[ NOTE: Any activity where a portion of the group does not know how to conplete the
activity may be substituted for tieing ties in this exercise. ex. make-up, Knot
tieing, puzzles,...]

[NOTE: If there are visually, hearing, or vocally inmpaired menbers of the class they
can easily and safely be included in this exercise.]
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FAM LI AR SAYI NGS

This exercise utilizes a series of compbn sayings that have been reworded (nore or |ess
accurately) to nake use of a w der vocabulary than is comobnly used in conversation

Partici pants should be asked to try to identify some or all of these sayings over a 5
m nute period.

When the identification is conplete then

1. Ask students to volunteer to read one saying as it is witten, and to tel
the class what the comobn version of the saying is.

When several students have reported their translations, handout the answer sheet. [you
may want a prize for the fastest].

1. Discuss how (and why) different words nmay nean the same thing or different
t hi ngs.

2. Al words are not easily understood.

3. Different people will use the different words for the sane thing.

4. Those people who could pick out these sayings, or who recogni zed them after

they were transl ated, share a common background/ hi story where

t he sayi ngs were spoken often enough to be recogni zed (as individua
phrases) from obscure cl ues.

5. Famliarity does not necessarily nmean conprehension
How many peopl e have heard nost, or all, of these sayings before?

How many peopl e think they know what all, or nobst, of these sayings nean?l

6. Discuss the connection between culturization and phrase recognition
wi t h/ wi t hout an understandi ng of the neani ng of the phrases.

1. Scintillate, scintillate, celestial object nunific.
Twi nkle, twinkle, little star
2. Menbers of an avian species of identical plumage congregate.
Birds of a feather flock together
3. Surveillance should precede saltation
Look before you | eap
4. Pul chritude possesses sol ely cutaneous profundity.
Beauty is only skin deep
5. It is fruitless to becone |achrynbse over precipitately departed |acteal fluid.

It's no use crying over spilt mlk.
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12.

13.

14.

15.

16.

17.
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FAM LI AR SAYI NGS

Freedom from encrustation of grinme is contiguous to rectitude.
Cleanliness is next to godliness.

The stylus is nore potent than the claynore.

The pen is nore powerful that the sword.

It is fruitless to attenpt to indoctrinate a superannuated canine wth updat ed
i nnovati ve nmaneuvers.

You can't teach an old dog new tricks.
Eschew the i nplenmentation of correction and vitiate the scion.
Spare the rod and spoil the child.
The tenperature of an aqueous content of an unrenmittingly ogled saucepan does not
each 212 degrees centigrade.
A wat ched pot never boils.
. Al articles that coruscate with respl endence are not truly auriferous.
Al that glitters is not gold.

Where there are visible vapors fromignited carbonaceous materials, there is
confl agrati on.

Where there's snoke, there's fire.

Sorting on the part of nendicants nust be interdicted.

Beggars can' be choosers.

A plethora of individuals with expertise in culinary techniques vitiate the
pot abl e concoction produced by steeping certain conestibles.

Too many cooks spoil the broth.

El eenmosynary deeds have their incipience intranurally.

Charity begins in the hone.

Mal e cadavers are incapable of yielding any testinony.

Dead nmen tell no tales.

I ndi vi dual s who make there abodes in vitreous edifices would be advised to refrain
fromcatapulting padres projectiles.

Peopl e who live in glass houses shouldn't throw stones.
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20.
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22.

23.
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FAM LI AR SAYI NGS conti nued

Neophyte's serendi pity.
Fool ' s paradi se

Excl usi ve dedi cation to necessitous chores w thout interludes of hedonistic
di versi ons renders John a hebet udi nous fellow

Al work and no play nakes John a dull boy.

A revolving lithic congl onerate accunul ates no congeries of small bryophytic
pl ant s.

A rolling stone gathers no npbss.

The person presenting the ultimate cachinnati on possesses thereby the optinal

cachi nnati on.

She who | aughs | ast, |aughs best.

Absentation fromany al eatory undertaki ngs precludes a potential escal ation of
a lucrative nature

Not hi ng ventured not hi ng gai ned.

M ssiles of |igneous or padres conposition have the potential of fracturing
cal careous internal supports but appellations will eternally renmin i nnocuous.

Sticks and stones may break ny bones but nanes will never hurt ne.
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FAM LI AR SAYI NGS

Scintillate, scintillate, celestial object nunific.
Menbers of an avian species of identical plunage congregate.

Surveill ance shoul d precede saltation
Pul chritude possesses sol ely cutaneous profundity.

It is fruitless to becone |achrynbse over precipitately departed |lacteal fluid.
Freedom from encrustation of grinme is contiguous to rectitude.

The stylus is nore potent than the claynore.
It is fruitless to attenpt to indoctrinate a superannuated canine with updat ed
i nnovati ve nmaneuvers.

Eschew the inplenmentation of correction and vitiate the scion.
The tenperature of an aqueous content of an unrenmittingly ogled saucepan does not
reach 212 degrees centigrade.

Al articles that coruscate with resplendence are not truly auriferous.
Where there are visible vapors fromignited carbonaceous materials, there is
confl agrati on.

Sorting on the part of nendicants nust be interdicted.

Beggars can' be choosers.

A plethora of individuals with expertise in culinary techniques vitiate the
pot abl e concoction produced by steeping certain conestibles.

El eenpbsynary deeds have their incipience intranurally.
Mal e cadavers are incapable of yielding any testinony.

I ndi vi dual s who make there abodes in vitreous edifices would be advised to refrain
fromcatapulting padres projectiles.
Neophyte's serendi pity.

Excl usi ve dedi cation to necessitous chores w thout interludes of hedonistic
di versi ons renders John a hebet udi nous fellow
A revolving lithic congl onerate accunul ates no congeries of small bryophytic
pl ant s.

The person presenting the ultimate cachinnati on possesses thereby the optina
cachi nnati on.
Absentation fromany al eatory undertaki ngs precludes a potential escal ation of
a lucrative nature

M ssiles of |igneous or padres conposition have the potential of fracturing
cal careous internal supports but appellations will eternally renmin i nnocuous.
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Par aphrase - clarification - mrroring

Divide the class into groups of three. Have subjects which nmght be controversial, or
fantasy such as aliens are on the earth or the Atlantic Ocean doesn't exist.

Rul es

1. The listener can not argue,
di sagree, or expand upon the
speaker's tal k.

2.The listener can only ask for
clarification and nust, when the
speaker pauses, M RROR the
speaker's thought by starting
wi th a paraphrase or by
rephrasi ng of what was said.

3. The unpire upholds the rules and
overrul es any |istener conments
that are not all owed.

Do exercise for 5 to 10 mnutes. On conpletion of #3, discuss nmethods and results.

Variations: draw a smle on one bag and a frown on the
other. Wen one has the bag off, the other has on
either the snmle bag or the frow bag. Does it nmake a
difference? After the talk, the Iistener may draw t he
vi sual i zed face of the tal ker on the bag.

Consi der how bags over the head relate to tel ephone
conversations, or what hiding feelings may do as an
i nvisible bag. The brown bag is a synbol of our
i nvi si bl e bags (our secret selves, hidden agendas,
i nhibitions, cultural barriers, etc....). Quote, "I
know you bel i eve you understand what you think | said,
but | amnot sure you realize that what you heard is
not what | neant."

Di scussi on: How nonverbal comrunication (or the |ack of)
can effect interpretive contacts.

1. Geater constraint: |istener nust respond with an "

2. Tape recorder conversation: The speaker uses a tape
recorder to give the nessage. The listener asks
for clarification when the speaker gives the
recorder to the listener. The only neans of
comuni cation is the recorder. This reinforces the
need not to be thinking of a reply before the
speaker is finished with his thought. This hel ps
one suspend j udgenent.

3.Use the brown bag over the head of the listener to see
if it makes hima better listener. Wy mght this
happen?

Di scussion: How woul d being a better |istener inprove
one-to-one interpretive contacts?

Optional Exercise: The Puzzl e Exerci se.




Material s: T-puzzles

Break class into groups of 2-3-4-many. Set up groups in

rows front to back as foll ows:

KEY |> Instructor with instructions
D> Does
M> M ddl e persons
>>>>> no feedback
<<->> feedback

1. 1> >>>>> D>

2. 1> <<->> D>

3. 1> >>55> Me >>>>> D>

4, 1> <<->> M <<->> D>

5. 1> >>>>> Me >>>>> M >>>>>
M >>>>> D>

6. or any variation thereof

Ti med exercise: Ask group who will finish first. Usual
reply is group 2 (two people with feedback), but
don't count on it.

Gve |> the instructions
G ve D> the pieces of the T-puzzle (m xed up)

Do exercise: Tell group to indicate to instructor when
finished. List groups in order of finish.
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Navy instructions to torpedo crew illustrating
the (ms)use of directions, and possible
probl ens in comunication.

Tor pedo war heads are to be stored upside down.

To facilitate this the bottons of the cones are
mar ked "TOP" and the tops are marked "BOTTOM

al t hough the war head's top is marked as the top
and the bottomis marked as bottom To check

for proper storage, nake sure the top of the cone
is up and the top of the war head is at the at the

bottom as marked.
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FAM LI AR SAYI NGS

Scintillate, scintillate, celestial object nunific.
Menbers of an avian species of identical plunage congregate.

Surveil |l ance shoul d precede saltation
Pul chritude possesses sol ely cutaneous profundity.

It is fruitless to becone |achrynbse over precipitately departed lacteal fluid.
Freedom from encrustation of grinme is contiguous to rectitude.

The stylus is nore potent than the claynore.
It is fruitless to attenpt to indoctrinate a superannuated canine wth updat ed
i nnovati ve nmaneuvers.

Eschew the i nplenmentation of correction and vitiate the scion.
The tenperature of an aqueous content of an unrenmittingly ogled saucepan does not
reach 212 degrees centigrade.

Al articles that coruscate with resplendence are not truly auriferous.
Where there are visible vapors fromignited carbonaceous materials, there is
confl agrati on.

Sorting on the part of nendicants nust be interdicted.

Beggars can' be choosers.

A plethora of individuals with expertise in culinary techniques vitiate the
pot abl e concoction produced by steeping certain conestibles.

El eenbsynary deeds have their incipience intranurally.
Mal e cadavers are incapable of yielding any testinony.

I ndi vi dual s who make there abodes in vitreous edifices would be advised to refrain
fromcatapulting padres projectiles.
Neophyte's serendi pity.

Excl usi ve dedi cation to necessitous chores w thout interludes of hedonistic
di versi ons renders John a hebet udi nous fellow
A revolving lithic congl onerate accunul ates no congeries of small bryophytic
pl ant s.

The person presenting the ultimate cachinnati on possesses thereby the optina
cachi nnati on.
Absentation fromany al eatory undertaki ngs precludes a potential escal ation of
a lucrative nature

M ssiles of |igneous or padres conposition have the potential of fracturing
cal careous internal supports but appellations will eternally renain i nnocuous.
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| NTERPRETI NG NON- VERBAL BEHAVI OR: BODY LANGUAGE
The nmeani ng attached to a nonverbal cue depends upon the sender, the situation, and the
receiver.
Body | anguage nmay be "spoken" by the body as a whole or by various parts of the body.

Several nessages nmay be sent sinultaneously and at tines these nmessages nay contradict
each ot her.

A nmovenent or gesture (signal) made by one person nay nean sonething entirely different
when made (sent) by anot her.

Interpretation of common, nonverbal cues might give insight to the silent signals sent
by others. Renenber that your interpretation of sonmeone's body | anguage coul d be
wong. Body | anguage varies fromculture-to- culture, person-to-person and place-to-
pl ace.

"Body" | anguage is transmtted fromthree primary areas: Hands and feet, face, and
post ure.

NOTE: MANY body | anguage signals have nore than one neaning. Use the whole picture to
eval uate the conplete situation and cone to the correct analysis of the situation

NONVERBAL " LANGUAGE" SUGGESTS TO YQU

. HANDS AND FEET

Twi sting hands Anxi ety, tension

cl enched hands Anger, tension, fear

open hands Rel axati on, confort,
Non- def ensi ve, willingness

to recei ve nessages

outward reachi ng hands Wel cone, openness

t he shaken fi nger Anger, direction

the raised fist Anger, hostility, victory
i ndex fingers across pursed lips Thought f ul ness, anxiety
Thunb(s) tightly enclosed within Pent up tension or anger
fist(s) Proceed with caution

Hands folded with fingers Def ensi ve, tense

interlaced and tightly folded;
nounts of thunbs pressed firmy
t oget her



Twirling of a ring or fingering
of jewelry

Feet which are tapping or
noving in a rhythm c manner

Crossing of feet

Feet stretched out into the
group (sitting)

Slipping feet in and out of
shoes
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I nner tensions or boredom

I nner tension because of
interest or desire to escape

Cl osing of f open comuni cation
wardi ng off threat, rejecting
the group as a whole, rejecting
a nmenber of the group

Accept ance of group--desire to

becone i nvol ved

Anbi val ence concerning what is
happeni ng.
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. POSTURE

Torso leaning into a group Desire to be part of the group

an upright, rigidly-held torso Tense

a slunped, rel axed torso At ease, relaxed, tired

Deep si ghs Sad, nournfu

rapi d breathi ng Excited, overstinulated, just finished
wor ki ng

arising flush Exci ted, enbarrassed, angry, enanored

t he head in hands Tired, overwhelned, withdrawing into self

chewing on nails Ner vous, hungry, bored

changes of head and neck postures Tense

changes in overall body postures Al most anyt hi ng dependi ng on the notions

The authoritative shaking of head, | npatient, in comand node
finger or a penci

doodl i ng Bored, self engrossed
| oosening of ties Rel axati on, sense of working together
chewi ng on gl asses Ner vous, hungry, bored
Shruggi ng shoul ders Hostility, apathy
Leani ng toward person Positive feeling towards the
per son
Upright, rigidly held torso Rigid control over hostile and

aggressi ve feelings
Sl unped, rel axed torso Rel axed OR di sinterested

Postural shifts Anxi ety
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Body Language -conti nued-

1. EACE

Faci al expressions are conplex and fleeting.

They range fromthose show ng boredomto expressions indicating excitenment and anger
O all facial features the eyes probably send the npbst accurate nessages.

The nmessages fromthe face nust be processed along with what is being said and with
ot her nmessages to evaluate the total body nessage.

NONVERBAL " LANGUAGE" SUGGESTS TO YQU
Direct eye contact Positive regard, confrontation
Avoi dance of eye contact Disli ke, shyness, avoidance
Constantly | ooking at group Seeki ng approval - dependency
| eader
W dened eyes-glaring Hostility
Rapi d eye novenents Searching for exit
Rapi d eye bl i nki ng I nt ensi ve di sagreenents-

strong enotional reaction,
tiredness, allergies

Cl osed eyes Tenporary flight into self
or away from group

Modi fied fromBates, Marilyn and Johnson, C. D. A Manual for G oup Leaders. Fullerton
CA: Orange County Department of Education. 1971
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Skills | Conmuni cat i on

EFFECTI VE SPEAKI NG

| NTRODUCT1 ON

You do not have to be a polished orator to be an effective speaker. The nmore NATURAL
you are in front of a group, the nore you ACT LI KE YOURSELF, the better speaker you are
going to be. A good speaker talks to a group in about the same manner he will talk to
one or two of his friends in a natural conversation. Start out by realizing you are
not going to have to becone an entirely different person when you rise to speak

THERE IS NO SUBSTI TUTE FOR ACTUAL PRACTI CE

Take every opportunity to practice presenting ideas. Force yourself to speak to
groups, even though your knees knock--your voice quivers--and, at first, the words cone
hard. Renenber, sone of the greatest speakers of all time were not born that way.

They acquired their ability by conscious effort. You can becone a nore effective
speaker |F YOU TRY

The nost inportant step in giving a formal or informal programis thorough preparation
There is nothing you can do which will be of nore help in conbatting nervousness and
pronoti ng confidence.

St udy your subject thoroughly--until you KNONyou know it--get all the background
material you can find. As yo do this, you will becone nore enthusiastic about the
subject. Eventually you may reach the point where you will actually be eager to give
your program

Wite out an outline of your program-include a few key words and phrases but DON T TRY
TO MEMORI ZE THE PROGRAM and DON T PLAN TO READ | T WORD FOR WORD. Canned speech sounds

li ke a canned speech, and under pressure, a person who nenorizes a programwll be in
trouble if s/he forgets a line. It is better to formyour words as you think them out
in front of the group. |In order to get your ideas across to your audi ence, YOU VE GOT

TO BE THI NKI NG OF WHAT YOU RE SAYING. So if you wite your programout word for word,
make a brief outline of it--THEN THRON THE WRI TTEN PROGRAM SCRI PT AWAY

THE PRESENTATI ON

Your attitude is extrenely inportant. don't slouch or drag as you walk to the
speaker's position. Force yourself to assune a friendly, confident, enthusiastic
attitude. Enthusiasmis contagious--it is caught; not taught. Renmenber, there is no
substitute for SINCERITY. You nust be sold yourself.

Don't apol ogi ze. A common tendency of inexperienced speakers is to start out wth,
"I"'mnot very well prepared” or "I don't know very nuch about this subject.” That is
your fault - don't publish it!
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If you don't tell them they probably won't know.

Don't shoot the bull. Get down to facts. Hit the nail on the head. Get into your
speech the way you planned it and keep it going that way. |If you don't know an answer,
say "I don't know

Don't try to avoid your audience. Try to |ook at every person. Actually see them
Look at themas warm friendly, interesting human beings, for they are, whether you
think so or not.

Don't lean or slouch. Don't pace wildly back and forth, but do nove occasionally.
Gestures should be snoboth, free and easy--natural and used to hel p convey the neani ng
of the spoken word.

Don't distract attention. Personal nmannerisns such as weight-shifting, fidgeting,

playing with a button, pencil, etc., shoe-shuffling, hand-hiding, taking glasses off
and putting them back on repeatedly, are sure to distract. don't snbke or chew gum -
you owe your audience your full attention the same as you expect attention fromthem

Don't conspicuously look at your watch or a wall clock. Make people feel as if they
have your undivided attention

CONCLUSI ON

Quit while you still have interest. Sunmarize your talk and finish up clearly with a
good punch line. Don't drag out the ending and don't finish up with "I guess that's
about all | have to say" or "I guess that's the end." You nmay find that you have

ski pped or forgotten several things. Don't try to go back and add them Your audience
wi Il never know the difference

YOUR VO CE

Ef fective words, ineffectively said, carry little nmeaning and no action. To develop a
better speaking voice, it nay be necessary to practice. Just as you need to practice
to becone a better piano student, you may need to practice to acquire a better speaking
vVoi ce.

A good speaking voice is:

(1) Expressive: It is capable of portraying various shades of nmeani ng
and feeling.

(2) Pleasant in tone: Carries a sense of friendliness.

(3) Natural: It reflects the personality of the speaker. It has an
honest sound.
(4) Vital: It has life, force, and strength, even though it may not

be a "Big Voice."

Breathing: A pleasant voice cones froma relaxed condition and controlled, disciplined
breathing. Choir singing, solo singing, and band participation my be of help. Short
sentences will help you put the pauses and period where they belong in relation to your

breat hi ng habits.

Pitch: Pitch is the I evel of speech. Have sonmeone help you get the right anount of
variety for a pleasing effect. To help hear yourself, stand facing the corner of a
room so that you can hear your tones bounce back at you fromthat corner. Place stress
on different levels of pitch to hear the difference

Vocal dinmex: Enphasis, force, and feeling rise steadily in power, until they reach a
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poi nt where the strongest appeal is nade. In a short speech perhaps only one voca
climax should be pl anned.

Pronunci ation: Look up the correct pronunciation of words in the dictionary. Wtch
words such as just, governnent, set and athlete.

Articulation - Enunciation: Pronounce and speak so that the audience hears all the
words. \Whenever possible, use words whose neaning is clear. Tongue-twi sters are good
practice, and will help you to pronounce all the vowels, but cut difficult words and
phrases out of your prepared speech

Rate: The rate of speaking is the nunber of words spoken per mnute. Most people
speak 120 to 180 words a mnute. Let us conpare a good speaker to a good autonobile
driver. |If a man drives at a very high rate of speed continuously, he may | ose control
of the car, but if he drives according to conditions of the highway he will drive
slowy, then occasionally nore rapidly, as the need arises. Few drive at the sane
nonot onous speed, but may speak that way.

Quality: W rds that describe the good quality in a speaker's voice mght be nell ow,
clear, stable or steady, or pleasingly deep. Undesirable qualities mght be: Thin
husky or harsh, nasal, guttural, or shaky.

Pause: Just as the stop signs give a pause in our driving pattern, so the effective
pause hel ps in our speaking pattern. Do not confuse the effective pause with a nenory
| ag.

Force: Few speakers would think of shouting during all of their speech. Force is
varied nostly for enphasis. Avoid explosive use of force.



