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LISTENING
DEFINITION:  "An active process of recognizing, understanding and accurately interpreting the message communicated by others."  (O'Hair, Friedrich, Wiemann and Wiemann:  COMPETENT COMMUNICATION, 1997).

GOAL:  To identify effective listening and its importance in the communication process.  Students should be made aware of bad listening habits, results of poor listening skills and develop good active listening behavior.

NOTE TO THE TEACHER:  Many listening studies have concluded that listening is one of the primary communication components.  Skills of listening should not be assumed.  Pamela Cooper and Cheri Simonds in their 2003 book, Communication for the Classroom Teacher, indicate we spend up to 57% of our communication time listening and in their words "we engage in listening the most and learn first, it is the skill we are taught the least."  Good listening is central to our personal, public and professional success.  The teacher should include a unit on listening to develop the factual concept of listening and then incorporate listening evaluation throughout the semester.  Listening evaluation should constantly be a part of the effective classroom.  Students may act as evaluators and/or respondents to fellow classmates' communication efforts.

OBJECTIVES:  Upon completion of this unit of study, the student will:

(1)
Recognize one’s misconceptions about listening.

(2)
Identify the different types of listening.

(3)
Explain the importance of good listening skills.

(4)
Identify the steps in the listening process.

(5)
Identify the causes of poor listening.

(6)
Identify the characteristics of poor listening.

(7)
Identify the characteristics of effective listening.

(8)
Develop skills to improve listening habits.

(9)
Provide feedback to students about their listening efforts.

CONTENT OUTLINE
I.
Definition of listening:  (1)
A. 
An active process of recognizing, understanding and accurately interpreting the message communicated by others. 

B.  
According to Borisoff & Purdy in LISTENING IN EVERYDAY LIFE, 1997, listening involves the following components:

1.  
Is learned.


2.  
Is a dynamic process.


3.  
Is an active process.


4.  
Involves verbal and nonverbal communication.
5.
Allows us to be receptive to the needs, concerns, and information of others, as well as the environment around 
us.

II.
Misconceptions about listening.  (1)

A.
Listening and hearing are synonymous.

B.
Listening competency develops naturally.

C.
Listening ability is largely dependent on intelligence.

D.
Reading and listening are the same process.

E.
Listening is primarily a passive activity.

F.
Effective communication is the responsibility of the speaker.

G.
Listening means agreement or obedience.

III.
There are three types of listening in which people become involved.  (2)

A.
Appreciative listening is listening for entertainment and enjoyment.

B.
Informative listening is listening to gain knowledge and comprehend ideas.

C.
Empathetic listening is listening to the feelings of the other person.

IV.
Good listening is an essential skill to be acquired for effective interaction with others.  (3)

A.
A significant part of the individual's communication time is spent listening.

B.
Listening skills are necessary for different aspects of our life.

1.
Home/family.

2.
Social.

3.
School

4.
Business and professional.

V.
Listening is a process that involves five steps:  (4)

A.
Receiving is the act of hearing sounds; the physical act of hearing.

B.
Selecting and deciding which sounds to direct your attention.

C.
Interpreting and decoding the message (the assignment of meaning to the sound).

D.
Understanding and placing the received meaning into your own experience.

E.
Evaluating and responding.

VI.
There are several factors that contribute to ineffective listening.  (5)

A.
Physical distractions
1.
noise 
2.
color of room

3.  
time of day 
4.
any type of physical discomfort
5. 
anything in the immediate environment that is distracting

B.
Mental distractions 
1.
daydreaming

2.
focusing on self (“What am I going to say?”)
2.
preconceived attitudes about speakers

3.
stereotyping

4.
status of speaker

D.
Factual distractions - listening for facts rather than main ideas (losing the “big picture”)
E.
Semantic distractions 
1.
not understanding word meanings
2.
reacting emotionally to specific words or phrases

VII.
Characteristics of ineffective listening are:  (Any or all of the following characteristics may help to identify when poor listening is being practiced.)  (6)

A.
The listener allows their mind to wonder and day dream.


B.
The listener responds emotionally to “red flag” words. 






(Red flag refers to anything that attracts an emotional response.)

C.
The listener allows personal problems to keep them from listening effectively.

D.
The listener succumbs to distractions.

E.
The listener is unaware that personal biases may distort messages.

F.
The listener reacts strongly to the speaker's style or reputation.

G.
The listener "tunes out" dry topics.

H.
The listener holds the speaker responsible for effective communication and fails to become an active part of the communication process.

I.
The listener fakes attention and gives false feedback to the speaker.

J.
The listener avoids difficult material and does not try to understand.

K.
The listener listens only to the facts and fails to listen to concepts or ideas.

L.
The listener seeks out only entertaining messages.

VIII.
Characteristics of effective listening are:  (7)

A.
The listener focuses attention on the message being sent.

B.
The listener controls their reaction to “red flag” words.

C.
The listener puts aside their own worries and doesn't let personal feelings interfere with allowing other persons to express ideas.

D.
The effective listener will take action to reduce distractions.

E.
The listener guards against letting personal bias distort messages.

F.
The effective listener does not allow the speaker's style or reputation to impair listening.

G.
The listener listens for what they can use from the ideas sent by the source.

H.
The listener becomes actively involved in the communication process.

I.
The good listener will allow the other person to express themselves and reserve judgment until a speaker has finished.

J.
The good listener asks questions to help clarify meaning or anything that might have been misunderstood.

K.
The listener provides honest feedback.

L.
The effective listener becomes familiar with the topic and vocabulary ahead of time.

M.
The good listener listens for ideas.

N.
The good listener exercises their minds by listening to other types of communication.


O.
The good listener lets the speaker know that he/she is listening with out 


distracting the speaker.

IX.
The listener should incorporate the following skills into their listening.

A.
Remove physical barriers to listening.

B.
Focus on speaker's idea.

C.
Listen for intent.

D.
Give the other person a full hearing.

E.
Remember that meanings are in people; not in the words.

F.
Concentrate and work at being a good listener.


G. 
Ask questions to identify speakers meaning or intent.

X.
Listeners should practice good listening skills and practice providing feedback to others and their communication efforts.  (8)

A.
Informative listening skills that should be practiced: 

1.
Identify the main ideas.

2.
Identify support material.

3.
Form a mental outline of the presentation.

4.
Predict what will come next.

5.
Relate ideas/arguments to your experience.

6.
Look for similarities and differences between the speaker and you.

7.
Practice questioning to achieve greater clarification.

8.
Paraphrase ideas and put them into your own words.

B.
Empathetic listening skills that should be practiced:

1.
Avoid negative responses.

a.
Don't deny feelings.

b.
Avoid evaluating.

c.
Avoid being philosophical.

d.
Avoid giving advice.




e.
Avoid defending the other person.




f.
Avoid expressing sympathy.




g.
Avoid questioning.

2.
Strive to be a strong empathetic listener.

a.
Identify the emotions.

b.
Listen to the story.

c.
Let the person talk through their problems.

C.
Appreciative listening skills that should be practiced:

1.
Listen for information as well as feelings.

2.
Relate what we are hearing to our own experiences.
D.  
Use questions to clarify anything that might be misunderstood.


1. 
Summarize what speaker is saying.


2.
Ask specific questions about parts of message.


3.
Avoid leading questions.

ACTIVITIES
 [Note: any of these activities can be used for a grade and/or used to provide feed back to the students on their listening skills (9).]
1.
Listening Problems Check List  (1)

_______  1.
I have always thought of listening as an automatic process, not a learned behavior that I could improve.

_______  2.
When I find a topic uninteresting, I stop listening and begin thinking about something else.

_______  3.
I feel so strongly about some issues that it is hard for me to listen to speeches about them.

_______  4.
Certain words trigger extreme responses in me.

_______  5.
I am easily distracted by noises when someone is speaking.

_______  6.
I don't like to listen to speakers unless they are experts.

_______  7.
Some people are so objectionable that I don't want to listen to them.

_______  8.
I get sleepy when someone talks in a monotone.

_______  9.
I can be so dazzled by an impressive presentation that I don't really listen to what the speaker says.

_______ 10.
I don't like to listen to speeches that violate my values.

_______ 11.
When I disagree with a speaker, I spend my time thinking up counterarguments rather than really listening.

_______ 12.
I know so much about some topics that I can't learn anything else from a speaker.

_______ 13.
I believe the speaker is solely responsible for the effectiveness of communication.

_______ 14.
I often have so much on my mind that I find it hard to listen to others.

_______ 15.
I sometimes stop listening when the subject is difficult.

_______ 16.
I can look as though I'm listening even when I'm not.

_______ 17.
I listen only for the facts and ignore the rest of a message.

_______ 18.
I try to write down everything a lecturer says.

_______ 19.
I let a speaker's appearance determine how well I listen.

_______ 20.
I often jump to conclusions and put words in a speaker's mouth.

2.
Have the students make their own “Listening Communication Model” on a piece of poster board.  Encourage them to draw the figure, use magazine clippings to show a pictorial example of each of the types of distraction, and then explain each part of the listening process. (4-5)

3.
Turn the sound off and watch a dramatic or comic television program.  Take notes on what you believe is occurring in the program.  Have a friend watch the same program (with the sound on) on another set.  At the conclusion of the program, discuss your interpretations with your friend.  How well did you "listen" to the nonverbal messages that the actors/actresses communicated?  (4)

4.
List any listening behavior that you find irritating; then, examine your own listening behavior to see whether you engage in any of theses annoying behaviors.  (5)

5.
The instructor will ask students to complete the following on their own paper:  Identify seven (or more) people to whom 1.) you listen, 2.) you should listen but don't, 3.) you do not listen, and 4.) you should not listen to but do.  Next, students will identify specific characteristic(s) that make them good or poor listeners to each person listed.  Then, students will form small groups, compare their responses, and develop a common list of characteristics of good and poor listeners.  Finally, an individual in each group will report to the entire class the characteristics his/her group identified, and the class will determine which characteristics are commonly reported and which are unique.  (6-7)

6.
Practice Speaking:  Divide the class into groups of three.  Two individuals should sit back-to-back; the third person is the observer.  The instructor should give one of the seated individuals a drawing of a geometric design (for example, two triangles, a rectangle, and a circle that overlap).  That student should describe it to the second seated person, who will draw it on a sheet of paper.  After the exercise is concluded, the observer should comment on when and how directions were misinterpreted, if they were, to produce a design different than the original one.  All three persons should discuss how directions might have been changed to minimize message distortion. 

7.
The instructor will read the following examples of inductive arguments.  The students, verbalizing the questions suggested for assessing the truthfulness of inductive reasoning and discussing the answers, will determine if each example is true or untrue and why.  (8)

a.
During the past week, Ms. Kaplan has arrived at work at 7:25, 7:10, 7:03, 7:15 and 7:22.  Therefore, Ms. Kaplan always arrives at work between 7:00 and 7:30.


b.
Jim, Ted, Dave and Jack are members of the Jaycees, and they are all good community citizens.  Therefore, all members of the Jaycees are good community citizens.

c.
Rod has brown eyes and is very good in math; Mike has blue eyes and failed Algebra II; and Greg has brown eyes and very good in math.  Therefore, males with brown eyes are good in math, an males with blue eyes are not.

d.
I tried to get gas at three gasoline stations; all were out of gas.  Therefore, I won't be able to get gas.

e.
In a recent poll taken among 19- and 20-year-olds, 8 percent were undecided as to whether the draft should be reinstated.  This shows that many 19- and 20-year-olds do not want to go to war.

f.
During the past month, all students suspended for disrupting class had previously been suspended for the same offense.  Once a class disrupter, always a class disrupter.

g.
Out of the 25 letters to the editor, 22 were antagonistic toward the owners.  The public is clearly siding with the ballplayers' position.

h.
In the poll presented by a White House polling agency, 83 percent of the people polled were in favor of the draft.  This poll clearly shows that the public wants the draft.

i.
Several senators are already millionaires who certainly don't need more income.  The senators should start doing what they are already being paid for before they vote themselves another raise.

8.
Read the following paragraph carefully:   (8)

Dirty Dick has been killed.  The police have rounded up six suspects, all of whom are known criminals.  All of them were near the scene of the crime at the approximate time that the murder took place.  All had good motives for wanting Dirty Dick killed.  However, Larcenous Lenny has been completely cleared of guilt.

Now determine whether each of the following statements is true (T), false (F), or is an inference (?).

T   F   ?   1.
Larcenous Lenny is known to have been near the scene of the killing of Dirty Dick.

T   F   ?   2.
All six of the rounded-up gangsters were known to have been near the scene of the murder.


T   F   ?   3.
Only Larcenous Lenny has been cleared of guilt.


T   F   ?   4.
The police do not know who killed Dirty Dick.


T   F   ?   5.
Dirty Dick's murderer did not confess of his own free will.


T   F   ?   6.
It is known that the six suspects were in the vicinity of the cold-blooded assassination.


T   F   ?   7.
Larcenous Lenny did not kill Dirty Dick.


T   F   ?   8.
Dirty Dick is dead.

9.
The instructor will read the following syllogisms to the class.  Students will determine the validity of the syllogisms.  (8-9)

a.
All humans are capable of greatness.

Psychotics are human.

So all psychotics are capable of greatness.

b.
No guinea pig is intelligent

Some laboratory animals are guinea pigs.

So some laboratory animals are not intelligent.

c.
All flowers are plants.

A daisy is a flower.

So a daisy is a plant.

d.
All important countries have nuclear capability.

Pakistan has nuclear capability.

So Pakistan is an important country.

e.
All basketball players are fast.

Slow people are basketball players.

So, some slow people are fast.

f.
Only those with clearances will not have to report to the central office.

I had to report to the central office.

Therefore, I have not been cleared.

g.
No executive is reliable.

Some completely honest people are executives.

So, some completely honest people are not reliable.

h.
No factory worker is rich.

Mr. Horn is not a factory worker.

So Mr. Horn is rich.

i.
All poodles are dogs.

All cats are gods.

So all poodles are cats.

j.
Usually people who get to work late ride in car pools.

David has never come to work late.

Therefore, David must not car pool.

10.
Practice Speaking:  Announce to your class that after each student speech you will call on an audience member to summarize the key ideas discussed.  This exercise not only encourages students to listen closely to each speech, it also provides the basis for class discussion of the speech's effectiveness.  (9)

11.
Phase 1: Have the students sit in a circle and play the “gossip” or “telephone” game.  Either you or one of your students whisper a phrase into the ear of the person next to you.  In turn the next student will pass along the message and so on and so forth.  The phrase may only be said once and no questions can be asked.  See how distorted the message gets.  


Phase 2: This time, allow the students to ask each other questions and/or have their classmates repeat the phrase as many times as needed until the listener accurately receives all of the message.


Phase 3:  Discuss the differences between the two games and how asking questions helped the listener receive the correct message. (3, 5-7)

12.
Have the students participate in the three different types of listening:


1.) Show the students a 5 minute clip from a movie.


2.) Show the students a 5 minute clip from a PBS educational program such as “NOVA.”


3.) Have the students spilt up into pairs and spend 10 minutes talking about their feelings about an important current issue (i.e. the World Trade Center bombings)


To wrap up the activity discuss the differences between these three types of listening, pro’s and con’s, and have them write a paragraph summary of each. (2)

13.
​For this exercise, make sure that your students are unaware of what is going on!  Prepare your room by darkening the lighting and raising the temperature (if this is at all possible), have a radio playing, and a television on. (Your students will recognize a difference from the beginning.  Refrain from answering any questions they have.) Begin class as you normally would and start giving a lecture on any subject. 5-10 minutes into the lecture, hand out a quiz over the material that you have just presented, and then have them grade their own quiz.  How well did they hear and understand the material?  Discuss the factors that caused the students to have poor listening and why good listening skills are important.  Discuss the many distractions students have with listening in everyday life. (3, 5)

14.
Alumni Interview: Have your students get in contact with an alumni of the school (this could be a parent if absolutely necessary, but try to discourage them from doing so.) and video tape an 5-8 minute interview with that alumni over their years at the school.  Then have each student watch his/her tape and critique their own listening skills.  Watch each tape and do a critique of your own.  Discuss and compare the findings. (6-9)

15.
This exercise will help students uncover elements that may affect their present listening patterns


The Family System

1.) How did your parents listen to you when you were young?


_____ with complete attention


_____ asked so many questions I thought I was being interrogated


_____ with divided attention


_____ reluctantly


_____ showed little interest


_____ interrupted me


_____ did something else while saying “Hmm” or “Uh-huh”


_____ Other


How did you respond to this kind of attention? How did you feel?


What did you say to yourself?


How do you think this kind of attention has affected your present listening habits?


2.) The communication with my parents was:


_____ indirect




_____ direct


_____ honest




_____ dishonest


_____ vague




_____ clear, specific



_____ open




_____ closed


_____ unpleasant 



_____ pleasant



_____ relaxed




_____ painful, uptight
, stressful _____ double messages were sent

_____ what was said was meant


_____ other


How does this affect your current listening/communication skills? 
(Taken from Burley-Allen: LISTENING:  THE FORGOTTEN SKILL, 1982) (4-6)

16.
This is a good activity help make you and your students aware of their present views of listening.


Answer each question in 3-4 sentences.


- Is listening important?  Why or why not?


- Approx. how many minutes of listening do you take part in each day?


- In what activities do you use listening skills?


- In listening, what I want to accomplish is.....(1, 3)

17.
Play a very fast paced game of “Simon Says” and see how many students are successful.  Slow down the pace and play “Simon Says” again.  Discuss the importance of listening and how distractions (such as fast talking) can cause listening problems (3, 5)

18.
Have your students go home and spend 5-10 minutes in 3 different places in the home (either inside or outside) that they spend a good amount of time in each day.  They are to remain silent and listen for sounds/noises that they do not normally hear because they are too busy doing other things.  Have them list a total of 8 sounds that they hear and why their listening skills are normally distracted from these sounds.  How can the same distractions affect everyday listening skills? (5, 6)
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