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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 Dianne Booher’s quotation. As students come into class, speak kindly to some and harshly to others saying EXACTLY the same thing to each one. You will later be discussing with the students how each interpreted what you said to them, so try to speak individually the students as they enter the classroom. 

Say, “What are the thinking steps that you would use as you think about using tonal expression in communicating with people? What is tonal expression? How does it relate to communicating? How is it applied?”

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.

Ask, “Do you believe that these are the only steps that can be used?” Pause. “Could there be more?”

Say, “How many think I am in a good mood? How many think I am in a bad mood? What are you basing your opinion on?” Invite discussion regarding the way you greeted them each as they entered the classroom. Say, “Let’s begin our lessons and list the thinking steps we should have learned. 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, give each student a copy of the handout with the quote from Dianne Booher. Have one student read it aloud. Discuss each sentence of the quote. 

Thinking Steps for Competency C17.  


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. Assess you present knowledge and training regarding tonal expression.

2. Identify times when tonal expression was used to have a positive effect on you.

3. Identify times when tonal expression was used to have a negative effect on you.

Hook 1b

Referring to the transparency and the sheet of paper where you recorded learner responses in Hook 1a, begin a discussion of tonal expression.

Say, “I want us to think again about what happened here today…I said exactly the same thing to each person and your perception of my mood was made based on by tonal expression. Right? Let’s look more deeply into tonal expression techniques that will help you to use this skill correctly to make your communication efforts effective.” Post the sheet with responses on the wall. “Now, let’s look at the thinking steps that the lessons recommended we use.” Compare their responses to the given recommendations.

Example: Read the quote used with competency C17. Create a scenario that would help the learner visualize the situation and the need to learn the skill.

Say, “Let’s discuss positive reinforcement. When you want to encourage someone, what tonal expression is most effective? Now I am going to model for you the use of the thinking steps we learned as I make a positive comment to a volunteer. 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 when performing this task, are there any questions before you work on positive reinforcement?” Address all concerns before moving ahead. 

Have them take turns telling the person to their right something positive, e.g., Lisa, I appreciate the help that you gave me on my PowerPoint project. I couldn’t have finished it without you.

Say, “You are going to take turns making comments that are similar to the ones I just used as a model. In this exercise, we want to tell each person in this class something positive about them personally and use the thinking steps you learned as you make your comments. 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 teams, 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.

“Now we want to discuss tone with presentation of complaints and corrections." Have students to specifically discuss times when they had complaints to give to a supervisor or corrections to be given to one for who they were supervising. 

Divide the attached list and give the students the assigned task to perform at the workplace. Discuss with the students how much more difficult it is to carry out this task and how tonal expression is a critical key in their success in their task. 

Say, "I want you to move into three teams. Your team will need a leader, so select a leader now.”  Make note of the leader in each team.  Try to see that all learners have an opportunity to serve as leader during the course of their study. 

Hand out one situation to each team. Say, “Team leaders, I want you to assign the thinking steps to each member of your team. If there are more steps than members, give each member more than one step. Try your best to make your distribution of thinking steps as fair as possible.” 

Say, “Working as a team, I want you to apply the thinking steps we learned to the task. When all of your team members have completed their assignments, the team leader is to put all the work together into a completed task.  Team leaders, you will present your team’s model of this task to the other teams in this class. Are there any questions?” Address all concerns before moving ahead.

When all the teams are finished, call for a volunteer leader to model the application of thinking steps to this task.  Get the other teams to offer constructive criticism when appropriate. Strive to develop a level of competitiveness between teams.  This will increase the bonds between team members and make the learning more fun.  You might work up a recognition system for rewarding good work by each team.  Be careful that your students do not get in the same team with each lesson.


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 C17:

Tell the students that you will be listening to them today and you will discuss with them anything that you notice. At the end of the day, ask students about their consciousness regarding tonal expression. Ask for specific examples relating to communication and tone that they experienced. Throughout the day present positive and negative examples for them to not for this discussion.

Resource Listing for C17:
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http://listen.org/quotations/quotes_effective.html
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Name ____________________________________ Date _____________

Situation 1

Supervisor 1:

Tell Employee 1 that he/she will be laid off for two weeks because of his/her excessive late arrival at work. Being late today cost your company $450.00, $250.00 of which will be taken out of your check!

Employee 1:
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Explain to Supervisor 1 why you are continually late. 

Name __________________________________ Date___________

Situation 2
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Employee 2:

Tell Supervisor 2 that the bathrooms are very, very dirty. None of the toilets have been flushed and there is paper all over the floor.
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Supervisor 2:

Tell Employee 3, who is in charge of the bathrooms, that the bathrooms have been reported dirty and that the bathrooms must be cleaned up within the next minutes or they will be fired.
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Employee 3:

Tell Employee 2 that the dirty bathrooms should have been reported to you before being reported to Supervisor 2.

Name __________________________________ Date _______________

Situation 3
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Employee 4:

Tell the bookkeeper that your check was short by $150.00 this week and inquire why it is short.


Bookkeeper:

Tell Employee 4 that you will make the change but it will take two weeks to get the additional money to them.

Employee 4:

Tell the bookkeeper what you think about his/her decision.

WAGE Competency C17: Understanding the meaning of and possessing self-awareness of tonal expression.  
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Communication 

Listening for and identifying the tone in others and adapting appropriately – as well as being conscious of the tone of your own messages – will determine your communication effectiveness. Being tone conscious will prevent you for sending and receiving messages that fall on deaf ears. 

                                                          



                                                         – Dianne Booher 




















