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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 the transparency, Getting the Message, on the overhead projector. This lesson will focus on one of the listening skills. 

Say, “Effective listening covers more than one listening skill. The focus of this lesson is to screen out irrelevant information and distractions. Let’s go over the conversation between Carla and Jennifer and decide what is the first step in screening out irrelevant information and distractions. We can decide if Jennifer is an effective listener.”

Record all responses on a flip chart and save for later use.

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

Bridge

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

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

Say, “Now we are going to go to our lessons and learn the thinking steps we should know and use. 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 lesson use the following:


Getting the Message transparency


Effective Listening: Irrelevancy and Distractions


Independent Practice


Group 

Thinking Steps for Competency C27.  


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. Focus on the main idea.

2. Be aware of what is relevant and irrelevant information. 

3. Be aware of and deal with listening barriers.

4. Take precise notes.

Hook 1b

Example: Create a scenario in which screening for irrelevant information and distractions in a conversation is taught. The learn needs to understand why it is important to learn this skill.  

Pass out the handout, Effective Listening: Irrelevancy and Distractions. Ensure that all students have a working knowledge of the concepts of this skill before attempting to complete the first activity. 

On the board write the following:


Let’s Talk About It

· During her phone conversation, how does Jennifer screen out distractions? Take brief notes?

· How does she make sure she understands Carla’s message?

· Discuss irrelevant information in the conversation.

· Think of a time when you took an important phone message at home. How did you check the accuracy of your message? 

Say, “First, we are going to evaluate your answers. You gave me the following answers.” Post the sheet with responses on the wall. “Now, let’s look at the thinking steps that the lesson recommended we use.” Compare their responses to the given recommendations.

Say, “Now I am going to model for you the use of the thinking steps we learned as we go over the questions regarding the transparency, Getting the Message. 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 listening, are there any questions before you work two more exercises?” Address all concerns before moving ahead. 

Hand out a copy of the document (or problem) you have chosen for this exercise to each student.

Say, “Here is another activity on listening. In this exercise, I want you to work alone and use the thinking steps you learned as you listen for irrelevant information and distractions. When you have all finished, each of you will have a chance to model for the class the thinking steps we should use as we listen. I will ask you to model the steps for the class 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 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, I want you to move into teams of at least three people and no more than five people. 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 the third document (or problem) selected for this exercise. Be sure to give only one copy 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. Each of you will be doing a different step, so make sure to keep up with your work and your solutions. 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 C27:

Student will score 85% or better on all worksheets, including group activity.

Student will score 90% or better on listening project.
Resource Listing for C27:

Means, Thomas L., Ed. D.
2001. Communication for the Workplace. Cincinnati: South-Western Educational Publishing.

Romanek, Elizabeth. 1991. Communication Skills That Work: A functional approach for Life and Work. Chicago: Contemporary Books.
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The Adams family is relaxing in the den when the phone rings. 

Phone Operator:
I have a collect call from Carla Davis.
Jennifer:
I’ll accept the charges.

Phone Operator:
Please hold. I will connect you with the other party.

Jennifer yells to her children in the den, “Turn off the TV. I’m talking to Aunt Carla long distance.”

Carla:
Hello, Jennifer. I’m glad I caught you. I’m calling from the St. Louis airport. My flight to Chicago was canceled because of the heavy fog.

Jennifer:
Good timing – I was just going to call the airport to find out if your plane was on schedule.

Carla:
I’ve made arrangements for another flight, so I’ll be arriving later tonight. I’ll have dinner at Scalar’s at 6:00pm. Can you still pick me up?
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Jennifer:
Sure, no problem. Let me write down the information.

Carla:
I’ll be flying on Worldwide Airlines. The flight number is 321. Flight 224 was cancelled. The plane is scheduled to arrive at 10:15 pm.

Jennifer:
(reading back her notes) Worldwide Flight 321, arriving at 10:15.

Carla:
That’s right. See you tonight.

Jennifer:
We’re all looking forward to your visit. Bye, Carla.

EFFECTIVE LISTENING:IRRELEVANCY AND DISTRACTIONS



Listening is an important interpersonal skill. We use it constantly. Statistics show that people spend 70 to 80 percent of their waking time communicating and 45 percent of that is listening. Listening is a process that incorporates a) hearing, which is a physical feat, b) focusing attention, c) understanding what you hear and d) remembering what you hear.

There are two types of listening – casual and active. Active listening requires understanding and remembering, and has purpose. Through active listening we learn to become effective listeners. 

Strategies for Effective Listening

· Focus on the message

· Listen for the main idea

· Ask questions to help clarify what you do not understand

· Take precise notes, listing the main ideas and supporting ideas

· Restate what you heard

In conversations at home and at work, listening requires that you decide 1) what information is relevant to the main ideas of the conversation and 2) learn to deal with distractions. One step toward this goal is to focus on the main idea. Speakers deliver their speeches in a variety of ways. Some are disorganized and for you to decide what are the main ideas can be a trick. You learn to wait for the main idea and do not become distracted by unimportant details. Be aware of what is relevant and irrelevant information and learn to distinguish between the two. Separate fact from opinion. If you are in a conference with your child’s teacher, focus on the facts, your child’s grades and behavior, and do not become sidetracked when she allows her opinion to creep in. Irrelevant information does not pertain to the main ideas in the discourse and should be filtered out. If the conference is about the new employee handbook do not be led off by talk about the new store being built. Concentrate on the issue at hand. 


Another step in screening out irrelevant information and distractions is to be aware of and deal with listening barriers. One of these barriers is attitude about the speaker. Concentrate on the message, not on the speaker’s delivery.  A speaker’s appearance, mannerisms, 

tone of voice, and body language can distract the listener. Poor grammar or 

inappropriate word choice also can cause individuals to stop listening and mentally criticize the speaker. Attitude about the topic can cause poor listening. Messages that sound technical or wordy often intimidate listeners. 

Boring or uninteresting messages cause people to tune out. Environmental distractions such as the telephone ringing or food being served can be responsible for the listener missing the speaker’s point. Other distractions are excessive heat or coolness and noise. 

Personal barriers such as deafness or a partial hearing loss are listed as physical barriers and play a large role in ineffective listening. Psychological barriers inhibit listening also. These include prejudices and differing opinions. Assumptions account for a 75 percent decline in listening.  Lack of attention or mind wandering is another deterrent as well as daydreaming or worrying. Keeping a rein on each of these is the key to effective listening. To overcome these personal barriers, you must listen with an open mind. When you listen with an open mind, you learn and grow. 

One last step in screening out irrelevant information and distractions is to take precise notes. When taking notes record the main ideas and enough supporting information to make the main ideas meaningful. Do not attempt to write down everything that is said or you will miss two-thirds of the information. Following this procedure will insure that you do not write down unnecessary information and you have all of the pertinent data you need. 

The steps listed above will guarantee the listener a surefire method for screening out irrelevant information and distractions. To summarize, the following steps should be used:

· Focus on the main idea

· Be aware of what is relevant and irrelevant information

· Be aware of and deal with listening barriers

· Take precise notes


Name ________________________________ Date _________________

Name ________________________________ Date _________________

WAGE Competency C27:  Screening irrelevant information and distraction.  
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