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NOTE:  You will need to collect two additional documents that are similar in nature to the one provided in this lesson at Hook 1a. These should be collected from local employers that support your program. These two additional documents will be used in Hooks 2 and 3 and are not to be duplicates of the other two documents used in this lesson. DO NOT USE MATERIALS THAT ARE NOT RELEVANT TO THE WORKPLACE. 

Hook 1a
Project an overhead transparency of Decoding Body Language.  

As the students enter the classroom and as they begin their day, cross your arms and present a “closed” posture as they begin to ask questions. Also, as they ask questions pull back from them in your responses – look away as they talk to you, doodle on a notepad, etc. You want each of them to take note of the message you are giving them.

Say, “When you entered class today, did you fell like I was open to helping you? Did I appear to “welcome” you into this class?” 

Allow discussion and record all responses on a flip chart and save for later use.

Coach students during a brainstorming activity but do not offer solutions.

Bridge

Acknowledge the good solutions offered; question students further to generate additional responses.

Say, “Let’s begin our lessons and list the ideas behind using body posture as communication. When we have finished our work, we will compare your answers that I have recorded on the flip chart to the ones we have learned.”

Book

Select a lesson (or lessons) from the wage curriculum Matrix or other source that best supports your needs. Spend ample time in the chosen lessons until you believe that each learner has mastered the skill.  As you move through each lesson, be sure to emphasize the thinking steps that a learner must use to correctly apply this skill. Ensure that all thinking steps are properly sequenced during the learning and that each learner has had opportunities to practice each step in the application of the skill. Write the thinking steps identified by the lesson(s) in the sequential order they are to be used; you will use these again in Hooks 1b, 2, and 3.

For this section use Decoding Body Language. Allow the students to read through the sheet before you begin discussion.

Thinking Steps for Competency C16.  


NOTE: If your chosen lesson(s) indicates a different set of thinking than these listed here, substitute those that was presented in the lesson(s).             





  

1. Identify the differences between good body language and bad body language during conversation.

2. Identify the differences between good body language and bad body language when taking instructions or receiving criticism from a supervisor.

3. Practice good body language during conversation.

4. Practice good body language while a supervisor is giving instructions or criticizing. 

Hook 1b

Draw the chart from the handout on the board. First, talk about the Open and Closed body language posture. Have the students model these techniques. 

Say, “Do you remember when we discussed posture as communication? Looking at the chart, let’s practice different ways the body posture “talks” or communicates. “

Example: Using the handouts to discuss posture as communication. Set up a scenario to teach this skill for competency C16.

Say, “Now I am going to model for you the use of the thinking steps we learned as I follow the direction to discuss Exercise in the Workplace. As I say the thinking step, you help me apply the skill at each step. Do you understand what we are going to do?” Address any concerns before moving ahead.

Call out each thinking step and get the learners to assist you as you perform the task at each step.

Hook 2

Say, “Now that I have modeled the thinking steps we learned, are there any questions before I hand out two more sheets?” Address all concerns before moving ahead. 

Hand out a copy of Lifting Basics: Techniques for Safe Lifting to each student.

Say, “The first thing we need to do is learn about proper techniques relating to the needs for your workplace. We will discuss lifting and moving. What have you been taught regarding these two movements? In this exercise, we will go over lifting techniques together." 

As you go through each step, illustrate with the students how it is to be done.

Say, "When you have all finished, each of you will have a chance to model for the class proper posture that we should use as we work. I will ask you to state the steps and tell us what we should do as we go through each step. Are there any questions about your task?” Address all concerns before moving ahead.

When all have finished, ask for a volunteer to model the application of thinking steps to the task. Pay attention to the proper sequence, the learner’s ability to model, and the actions that must take place at each step. Allow all who want to model the steps an opportunity to do so before moving ahead. Have the students turn in all work to you. Review the work and address any exceptions noted with the learner.


NOTE:  Mastery of this competency is determined by the students’ work on Hook 2. Review or rework is necessary when a student has not demonstrated mastery at     Hook 2. Mastery is defined as the task being performed correctly with zero mistakes. A WAGE certificate should not be granted without mastery on all competencies listed in the student’s Individualized Program Plan. 

Hook 3

Compliment the class for all the good work done at Hook 2. Say, “For this last exercise, you will work in pairs, like they do at the workplace.  In the workplace, workers know that people who are working together usually do the best work.  By working together, they are able to combine their skills, share in the work, and complete the job in the proper amount of time."

This topic will mainly involve modeling and role-playing. Begin by talking about the importance of how one looks on the outside during interactions with others. If a person looks uninterested during a conversation, he will have a hard time making and keeping friends. If a person looks angry or annoyed when her boss tells her to do something, her boss may think she as a bad attitude. It is helpful to videotape role-plays. If you have the equipment, it is highly recommended.

1. Model both bad and good body language during a conversation. Have the students try to identify whether you have good or bad body language. Good body language involves keeping good personal space, making eye contact, sitting or standing up straight, and looking interested. When you are doing the bad role-play, do only one thing wrong (stare at the floor, turn body sideways, scowl, fidget, rock back and forth, cross arms, slouch, etc.), and see if the students can identify what you are doing wrong.

2. Model both bad and good body language when a supervisor is giving instructions or criticizing. Have the students try to identify whether you have good or bad body language. Good body language involves keeping good personal space, making eye contact, sitting or standing up straight, and looking interested. When you are doing the bad role-play, do only one thing wrong (stare at the floor, turn body sideways, scowl, fidget, rock back and forth, cross arms, slouch, etc.), and see if the students can identify what you are doing wrong.

3. Instruct students on good body language during conversation and when supervisors are giving orders. Have the students practice the skills in role=plays. The components of good body language during spoken communication mainly involve not doing the bad things mentioned above. But, it is important to talk about the following:

· Eye contact – look at the person the majority of the time.

· Keep still – don’t fidget, rock back and forth, and play with hair or clothes.

· Personal space – it is hard to talk when you are ten feet apart, but you do not want to be six inches apart either. Generally, 2-3 feet is a comfortable distance for most people.

· Posture – sitting up straight or even leaning toward the speaker lets the person know you are interested. When you slouch, it is not showing good manners and it tells the speaker that you are more interested in relaxing or maybe falling asleep than listening to her. 

Address all concerns before moving ahead.


NOTE:  When it is impossible to use teams at Hook 3, usually due to an open-entry, open-exit class format, you will want to use peer tutors, paraprofessionals, or yourself as a supplement to the team.  When conducted correctly, the concepts of interdependence can be reinforced when there are only two people assigned to the task.                                                       







Evaluation for C16:

Students are observed using the appropriate body language for the situation.

Resource Listing for C16:

http://www.workshopsinc.com/manual/Ch1L1.1html
http://www.johnmole.com/articles18.htm
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DECODING BODY LANGUAGE


The four basic modes of body language in business
· [image: image4.wmf]Knowing how to read body language is a useful communication skill. 

· So is knowing how to use it. 

There are two basic groups of body language postures: 

· [image: image5.wmf]OPEN/CLOSED 
· FORWARD/BACK
OPEN/CLOSED is the most obvious. People with arms folded and legs crossed and bodies turned away are signaling that they are rejecting messages. People showing open hands, fully facing you and both feet planted on the ground are accepting them.

FORWARD/BACK indicates whether people are actively or passively reacting to communication. When they are leaning forward and pointing towards you, they are actively accepting or rejecting the message. When they are leaning back, looking up at the ceiling, doodling on a pad, cleaning their glasses, they are either passively absorbing or ignoring it.
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The posture groups combine to create four basic modes: responsive, reflective, combative and fugitive.

In responsive mode, OPEN/FORWARD the person is actively accepting. This is the time to close the sale, ask for agreement, and demand a concession
      
In reflective mode, OPEN/BACK, people are interested and receptive but not actively accepting. Trying to close the sale or asking for agreement now may drive them away into fugitive mode. This is the time to present further facts and incentives. It may also be a good time to keep quiet and let them think. 

In fugitive mode, CLOSED/BACK, people are trying to escape physically through the door or mentally into boredom. This is the time to spark interest in any way you can, even irrelevant to the message.

Finally, in combative mode, CLOSED/FORWARD, there is active resistance. This is the time to defuse anger, avoid contradiction and outright argument and to steer them into reflective mode.

How these modes are expressed in posture and gestures varies from culture to culture. For some of the more common North American and European conventions of body language click.

http://www.johnmole.com/articles18.htm
WAGE Competency C16: Understanding the meaning of and possessing self-awareness of posture. 
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