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Teaching	children	to	read	is	an	important	skill	they’ll	use	for	the	rest	of	their	lives.	When	children	need	extra	practice	using	their	reading	skills,	it	helps	to	have	worksheets	available.	You	can	find	an	assortment	of	printable	reading	worksheets	for	free	and	for	sale	on	several	websites.Teacher	WebsitesThere	are	several	teacher	websites	where	you	can
download	reading	comprehension	worksheets	they	created	for	their	classrooms.	One	advantage	of	using	these	worksheets	is	that	they	are	designed	for	specific	reading	levels	and	have	been	tested	in	a	classroom.	Many	follow	the	formats	used	on	state	and	local	tests	that	measure	reading	ability.	The	teachers	sometimes	include	anecdotal	notes	and
tips	for	making	the	worksheets	more	effective.Publishers	of	textbooks,	education	research	and	professional	development	books	sometimes	offer	worksheets	on	their	websites.	These	worksheets	usually	are	samples	from	the	books	they	publish	so	that	you	can	preview	the	content.	Book	publishers	sometimes	produce	worksheets	to	pair	with	their	books.
If	you’re	looking	for	additional	practice	while	reading	a	specific	book,	check	out	their	websites	for	graphic	organizers	and	comprehension	questions.You	also	can	purchase	collections	of	traditional	and	homeschool	worksheets	in	digital	books	arranged	by	reading	level.	Many	of	these	collections	are	themed	by	genre	or	subject	matter.	This	makes	it	easy
to	select	worksheets	that	match	the	child’s	interest	or	to	build	background	knowledge	in	specific	areas.Teacher	Resource	SitesWhether	you’re	a	teacher	or	a	parent,	teacher	resource	websites	are	another	option	for	finding	reading	worksheets.	Some	sites	like	Teachers	Pay	Teachers	let	teachers	upload	worksheets	they’ve	created	and	offer	them	for
sale.	Others	are	more	collaborative	and	give	teachers	a	place	to	share	best	practices	and	materials	with	others.	If	you’re	looking	for	materials	to	use	in	a	homeschool	setting	or	for	after-school	practice,	check	out	these	sites.	In	addition	to	the	worksheets,	you	get	access	to	a	community	of	educators	who	can	help	you	find	the	right	materials	for	your
children.Literacy	ProgramsEven	for-profit	literacy	programs	offer	free	worksheets	for	parents	and	teachers.	Although	they’re	usually	designed	for	use	with	the	company’s	program,	you	can	use	them	for	other	lessons.	For	example,	the	company	Reading	Horizons	has	downloadable	phonics	worksheets	that	work	with	its	digital	phonics	program	and
face-to-face	lessons.	English	learner	sites	are	other	good	sources.	Because	these	programs	are	geared	toward	children	learning	the	English	language,	they	incorporate	social	studies	and	science	lessons	along	with	the	reading	skills.Nonprofit	Literacy	GroupsOrganizations	like	ReadWorks	and	edHelper	have	reading	comprehension	worksheets
available	on	their	websites.	You	can	find	reading	passages	with	question	sets	and	vocabulary	support	to	help	children	practice	and	improve	their	reading	skills.	On	the	ReadWorks	website,	you	can	search	for	worksheets	by	grade	level,	text	type	and	topic.	This	makes	it	easy	to	find	worksheets	that	meet	the	child’s	specific	needs.	MORE	FROM
QUESTIONSANSWERED.NET	Human	beings	communicate	with	each	other	in	a	variety	of	ways.	The	most	obvious	method	is	communicating	through	speech,	but	we	also	communicate	through	body	language	and	emotions.	It	is	important	for	us	to	practice	our	communication	skills	so	that	we	can	communicate	most	effectively	at	school,	home,	and
work.	Overall	Expectations:3	demonstrate	effective	use	of	interpersonal	skills	in	various	contexts	within	a	variety	of	settings.	Specific	Expectations:12	describe	a	variety	of	effective	communication	skills	(e.g.,	active	listening,	non-	verbal	communication,	giving	and	receiving	feedback);13	demonstrate	use	of	effective	communication	skills	in	a	variety	of
situations	in	school,	at	home,	and	in	the	community	(e.g.,	role	play,	information	interviews,	presentations,	group	work).Catholic	Graduate	Expectations:CGE2a	listens	actively	and	critically	to	understand	and	learn	in	light	of	gospel	values;CGE2c	presents	information	and	ideas	clearly	and	honestly	and	with	sensitivity	to	others.	Human	beings
communicate	with	each	other	in	a	variety	of	ways.	The	most	obvious	method	is	communicating	through	speech,	but	we	also	communicate	through	body	language	and	emotions.		We	are	able	to	send	many	different	messages	using	both	verbal	and	nonverbal	means	of	communication.	Verbal	communication	can	be	the	most	direct	route	for	us	to	get	our
message	to	another	person.		However,	it	is	interesting	to	note	that	verbal	communication	actually	is	only	7%	of	the	communication	that	we	do	in	a	day.		We	are	far	more	likely	to	communicate	messages	with	our	tone	of	voice	(23%)	and	with	our	bodies	(70%).	How	do	you	communicate	with	your	friends,	family,	teachers,	co-workers,	and	God?	Review
the	chart	below	of	how	you	communicate	(exchange	your	thoughts,	ideas,	and	feelings)		BLOG	POST	1.1.1	-	Communication	With	OthersPost	as	a	blog	entry,	of	how	you	communicate	with	people	around	you.	Use	the	chart	below	as	a	guide	of	how	to	present	your	feedback.	Once	you	have	listed	the	various	ways	of	communication,	list	how	you	could
communicate	more	effectively	for	each.	Below	is	an	exemplar	of	how	your	list	might	begin	to	look	with	example	of	feedback:	COMMUNICATION	WITH	THOSE	AROUND	ME:	Friends•	face	to	face•	SnapChat	Family•	face	to	face•	phone	call•	text	msg.•	email	Teachers•	face	to	face•	assignments•	school	email	God•	prayer•	reflection•	singing•
meditation	HOW	COULD	I	COMMUNICATION	BETTER	WITH	THOSE	AROUND	ME:	I	think	I	communicate	well	with	most	people	in	my	life.	There	are	times	that	my	friends	can	read	into	a	text	message	I	sent,	or	might	have	a	unexpected	reaction	to	a	picture	I	posted	of	them	without	their	permission.	I	should	probably	work	on	thinking	about	speaking
to	them	more	in	person	than	they	won't	take	things	out	of	context	or	assume	that	they	might	be	OK	with	something,	which	will	eliminate	offending	them	in	the	future.	​I	tend	to	be	silent	when	I	have	a	fight	with	my	parents,	and	I	should	speak	to	them	about	issues	that	come	between	us	to	deal	with	things	in	a	more	mature	manner.I	tend	to	be	scared	to
speak	to	teachers	and	often	get	friends	to	ask	questions	for	me.	I	need	to	take	control	of	my	fears	and	ask	the	teacher	myself,	so	the	teacher	will	understand	if	I	need	help.	This	will	make	me	more	visible	to	the	teacher	and	hopefully	they	will	get	a	better	sense	of	me	to	help	in	my	progress	and	learning	in	class.​						etc....	A	Failure	to	Communicate	​This
is	another	video	you	might	want	to	watch	on	your	own	to	show,	once	again,	how	body	language,	facial	expressions,	even	sounds,	can	communicate	your	mood,	your	feelings,	etc.	without	saying	a	word.	Non-Verbal	Communications	for	the	Birds	•	PIXAR	There	are	many	factors	that	can	impact	on	how	well	you	are	able	to	communicate	with	others.
Understand	the	mood	of	the	person	you	are	communicating	with	to	see	if	this	is	the	best	time	to	talk	with	them.	We	seem	to	communicate	better	if	the	mood	for	everyone	is	at	it's	best.	If	someone	is	tired	and	didn't	get	a	lot	of	sleep,	thy	might	zone	out	and	miss	some	of	the	information	they	are	receiving.	This	can	be	a	problem	and	very	frustrating	for
the	person	that	is	trying	to	communicate	with	them.	Adding	smiles,	nods,	or	other	gestures	to	show	interest,	enthusiasm	will	help	the	person	receiving	the	information.	Eye	contact	is	the	best	way	to	show	that	you	are	listening	or	interested	in	what	the	other	person	is	saying.	Distractions	cause	information	to	be	missed,	lost,	or	not	understood.	In
addition	to	noise,	visuals	are	a	distraction	also.	This	could	be	a	TV	being	on,	computer,	video	game,	or	even	your	cell	phone.	There	are	several	elements	in	communication;	each	are	explained	below:	Speaker:	someone	who	wishes	to	communicate	a	messageListener:	the	receiver	of	a	message.		In	most	conversations	people	act	as	both	the	speaker	and
the	listener,	in	turn.Message:	the	content	of	the	communication	that	is	being	sent	and/or	received	Feedback:	the	signals	from	the	listener	to	the	speaker	that	indicate	how	the	message	is	being	receivedNoise:	anything	that	interferes	with	the	transmission	of	the	message	(e.g.,	sounds,	sights,	physical	interference,	psychological	(emotions)	interference,
or	cultural	differences	Medium:	the	method	or	means	through	which	communication	takes	place	-	speaking,	writing,	telephone,	e-mail,	texting,	video	call,	etc.	4	Styles	of	Communication	•		Emeroy	Bernardo	You	will	complete	the	Communication	Styles	Worksheet		(download	on	the	right).	Follow	the	instructions	on	the	Worksheet	and	then	upload
below	before	the	end	of	the	period.	Then	continue	on	to	the	Interpersonal	Communications	Self	Assessment.	communication_style_worksheet.pdfFile	Size:	1114	kbFile	Type:	pdfDownload	File	Now	take	this		Interpersonal	Communications	Self	Assessment.		Refer	back	to	the	above	chart	if	needed.	You	may	find	that	you	are	a	combination	of	more	than
one	style.	Are	you	Passive	Aggressive;	like	what	was	mentioned	in	the	video?	When	completing	the	quiz	be	honest	with	the	answers,	this	is	for	your	benefit	so	that	you	understand	for	yourself	what	style	of	communication	you	use	best.	You	don't	need	to	complete	any	of	the	questions	at	the	end,	when	they	as	for	gender,	etc.	scroll	down	to	the	green
button	to	see	the	results.	You	will	need	to	take	a	screen	shot	of	your	results	to	add	to	your	blog	post	for	today,	so	don't	close	the	page	or	you	will	need	to	start	the	quiz	over.	BLOG	POST		1.1.2	-	Interpersonal	Communications	Self	AssessmentToday's	blog	post	is	two	parts.​Part	A:	take	a	screen	shot	of	your	Verbal	Communication	results	to	post	to	your
blog.	To	make	a	screen	shot,		press	command+shift+4	at	the	same	time	and	select	the	area	you	want	to	capture.	The	screen	shot	should	save	to	your	desktop.	Note	your	score	and	the	general	comments	made	about	your	Verbal	Communication	style	from	taking	the	Interpersonal	Communications	Self	Assessment	on	your	blog.	Also	read	the	other	areas
of	communication	to	see	what	score	you	achieved.Part	B:	Also	include	in	your	post,	using	the	Passive/Aggressive/Assertive	chart	above:a)	What	Communication	style	you	tend	to	use	most?b)	Who	do	you	use	this	style	with	mostly?c)	Do	you	use	any	other	Communication	Style?	You	might	tend	to	use	others	in	other	situations.	d)	In	what	ways	can	you	be
more	assertive?Please	have	this	posted	before	Monday's	class.	Please	wear	earphone	to	watch	this	video	or	very	low	level	so	you	do	not	distrust	others	around	you.	Good	Communication	Skills		Start	all	of	your	statements	with	the	word	"I."Tell	what	happened	and	how	you	feel.Try	not	to	start	with	the	word	"you."Tell	the	other	person	how	your	concern
involves	him/her.Tell	what	you	would	like	to	have	happen.​We	will	work	more	of	the	"I"	statements	at	the	end	of	this	unit.	Good	Listening	SkillsGive	your	full	attention	to	the	person	speaking.Focus	on	the	speaker's	message	by	looking	for	the	central	concept.Indicate	your	interest.Remember	what	the	speaker	has	said	and,	to	be	sure	you	heard	it
correctly.	Repeat	the	point	so	the	person	can	correct	you,	if	necessary.	Have	you	ever	had	problems	communicating	with	friends,	family,	teachers,	co-workers,	or	God?We	all	experience	barriers	that	prevent	us	from	communicating	effectively.	Take	the	Barriers	to	Communication	Poll	to	discover	what	barriers	you	experience	when	communicating	with
others.		Barriers	to	Communication	Poll	You	will	not	get	results	from	taking	this	poll,	like	the	other	one	you	completed.	It	helps	me	in	understanding	areas	I	can	focus	on	to	help	the	class	with	their	communication	skills.	The	advice	below	are	some	key	points	that	will	begin	to	help	you	with	some	of	the	barriers	you	might	have	expressed.	What	advice
would	help	you	deal	with	your	communication	barriers?	Inattentive	listening-	If	you	have	difficulty	paying	attention	to	other	people,	try	to	make	a	connection	between	your	own	life	and	the	topic.	Interrupting	other	speakers-	You	need	to	make	a	conscious	effort	to	listen	to	the	other	person	before	you	begin	to	speak,	add	to,	or	interpret	what	others	are
saying.	Defensiveness-	You	need	to	ask	yourself	whether	it's	a	big	deal	to	admit	you're	wrong.-	Consider	the	fact	that	others	have	the	right	to	voice	their	opinion,	just	as	you	do.-	You	need	to	ensure	that	you	do	not	take	differences	personally.	Not	hearing	the	speaker	out-	Make	the	effort	just	to	slow	down	and	get	the	full	story	before	you	reach	any
conclusions.	Offensive	criticism-	Effective	criticism	should	involve	commenting	on	the	behaviour,	not	the	person.	Try	using	"I"	statements	that	define	how	you	feel	instead	of	going	after	the	individual.	For	example,	"When	you	don't	call	when	you	say	you	will,	I	feel	frustrated."	Lack	of	emotional	control-	You	need	to	stop	yourself	from	venting	your
negative	emotions.-	You	can	even	ask	the	other	person	if	you	could	talk	about	the	issue	later,	so	that	you	can	collect	your	thoughts	first.	Lack	of	awareness	of	your	own	emotions-	Pay	attention	to	your	voice,	gestures,	the	way	you	feel.	(conflict	avoidance)-	You	need	to	stand	up	for	yourself	and	practise	discussing	touchy	subjects.	The	Barriers	of
Effective	Communication	•	Emeroy	Bernardo​Please	wear	earphone	to	watch	this	video	or	watch	at​very	low	level	so	you	do	not	disturb	others	around	you.	BLOG	POST		1.1.3	-	Communications	Barrier	PollAfter	you	take	the	Barriers	to	Communication	Poll,	pick	the	three	communication	barriers	that	you	most	likely	need	to	work	on	and	give	an	example
from	your	own	personal	experience	of	why	you	choose	your	selection.	Post	your	feedback	for	each	of	these	on	your	Blog.	You	can	copy	and	paste	the	advice	from	above	that	would	most	likely	help	you	when	dealing	with	your	own	communication	barriers,	and	then	comment	below	each	three	with	your	personal	experience	examples.	Once	you	have
completed	the	last	section	and	your	Blog	Post	you	can	continue	on	with	this	next	section	on	Active	Listening.	Continue	up	to	the	Stop	Sign.	Active	Listening	How-To	Active	listening	is	an	important	skill.	It	encourages	others	to	talk	to	you	in	a	way	that	ensures	that	you	understand	completely	what	they	are	trying	to	say.	Occasionally	when	we	are
speaking,	we	may	not	be	aware	that	the	person	to	whom	we	are	talking	is	not	completely	attentive	to	what	we	are	saying.	He/She	may	be	simply	hearing	our	words	but	not	really	listening	for	full	understanding.	There	is	a	difference	between	hearing	and	listening.		Hearing	is	the	physical	ability	to	receive	sound;	listening	is	a	learned	skill	to	be
developed	through	practice.		And	it	does	take	time	to	practice	and	learn.		If	you're	like	most	people,	you	probably	like	talking	better	than	you	like	listening.		This	can	be	a	hard	habit	to	break.		But	by	practicing	the	six	steps	of	active	listening,	you	can	become	a	better	listener.	Remember	these	rules	from	elementary	school?	We	learn	at	an	early	age	of
how	to	be	an	Active	Listener.	The	same	techniques	have	not	changed	much.	Whether	we	use	old	technology	or	new...		Effective	communication	includes	active	listening,	choosing	our	words	carefully,	and	matching	them	with	our	body	language.​People	need	to	feel	that	their	concerns	or	messages	are	heard.​	Speaker	​“I’m	really	starting	to	hate	my	part
time	job.	Every	day	I	do	the	same	mindless,	boring	work.	But	if	I	quit,	I	might	not	find	another	job.”​​​“Yeah.	I	have	to	have	a	job	but	I	just	hate	doing	the	same	thing	over	and	over	again.”	“A	job	where	I	have	more	to	do	with	people	or	have	some	responsibility	would	be	a	lot	better.”	​Active	listener:	​	​​“Sounds	like	you	don’t	like	your	job,	but	you’re	afraid	to
quit.”	​​“Sounds	like	you	want	a	job	that	is	more	interesting.”"Have	you	tried	to	ask	your	boss	to	be	trained	in	another	role?	It	might	make	things	more	interesting	for	you."	Please	wear	earphone	to	watch	this	video	or	very	low	level	so	you	do	not	distrust	others	around	you.	1.	Make	time	to	stop	and	listen.		Set	aside	other	activities	and	give	the	speaker
your	full	attention.		Make	eye	contact;	don't	look	at	your	watch.		Allow	the	speaker	to	finish.		If	you	ask	questions,	allow	time	for	an	adequate	response.2.	Focus	on	what	the	speaker	is	saying	without	interrupting	or	judging.		It's	hard	to	take	in	someone's	full	message	when	your	mind	is	wandering	off	in	other	directions,	e.g.,	"She's	wrong;	I	never	said
that,"	"I	can't	believe	he	really	feels	this	way,"	"That's	total	nonsense,"	"That's	just	like	what	once	happened	to	me	..."3.	Use	body	language	that	reflects	attentiveness,	sincerity,	and	warmth.		Relax	your	facial	muscles;	smile.		Incline	your	body	slightly	towards	the	speaker	to	indicate	your	interest.		Nodding	occasionally	assures	the	speaker	that	you	are
following	the	story	and	wish	to	hear	more.4.	Prompt	the	speaker	to	continue.		Verbally	signify	your	interest,	e.g.,	"Really?	...	Mmhmm	...	I	see	...	Tell	me	more."		Ask	questions	that	require	more	than	just	a	yes	or	no,	and	listen	to	the	answers.5.	Restate	the	speaker's	message	in	your	own	words.		Say,	"If	I	understand	you	correctly	..."	and	give	the
speaker	back	your	understanding	of	what	has	been	said.		Paraphrasing	shows	that	you	have	listened	and	have	grasped	the	speaker's	message.6.	Do	a	"listening	check."		After	restating,	give	the	speaker	the	opportunity	to	confirm	that	your	understanding	is	correct,	e.g.,	"Is	that	right?		Did	I	miss	anything?"		This	provides	an	opportunity	for	further
clarification,	if	necessary.Very	often	people	hear,	but	they	do	not	listen	to,	what	is	being	said.	Not	listening	attentively	can	result	in	problems.	5	Steps	to	Become	an	Active	Listener	•	Emeroy	Bernardo	active_listening_skills.keyFile	Size:	3765	kbFile	Type:	keyDownload	File	BLOG	POST		1.1.4	-	How	Good	Are	Your	Active	Listening	Skills?For	today's
Blog	Post	you	will	complete	the	Listening	Skills	Quiz	(LINK).Instructions:	Evaluate	each	statement	as	you	actually	are,	rather	than	as	you	think	you	should	be.	When	you've	finished,	click	"Calculate	My	Total"	to	add	up	your	score,	and	use	the	table	that	follows	to	think	about	next	steps.	After	completing	the	test	Total	Your	Score	(	you	will	not	need	to
create	an	account)	post	to	your	Blog	your	score	and	a	screen	shot	of	the	Score	Interpretation	(similar	to	below).	Then,	answer	the	following	in	the	same	blog	post:How	do	you	know	you	have	good	listening	skills?List	two	of	the	six	active	listening	techniques	that	you	could	use,	and	why.	​You	will	work	on	the	two	Blog	Posts	for	the	rest	of	the	class	as	a
work	period.Please	have	both	blogs	completed	before	Wednesday's	class.I	will	be	checking	your	blog	posts	up	this	this	point	to	ensure	that	you	are	keeping	up.	Recalling	the	techniques	you	have	learned	up	to	this	point,	review	each	of	these	situations.	Then	see	how	you	could	respond	.	Scene	1Your	friend	has	not	done	his/her	homework	and	wants	to
borrow	your	assignment.		Scene	2Your	boss	asks	you	to	do	boring	jobs	at	work	and	you	want	to	be	given	more	responsibility.		Scene	3	As	a	member	of	the	church	youth	group,	you	have	been	asked	to	volunteer	at	the	bazaar	during	the	same	time	you	had	made	plans	with	a	friend.	​You	might	say:"It	bothers	me	when	you	ask	me	to	copy	my	work.	I	was
up	late	last	night	trying	to	get	it	done.	All	I	want	is	for	you	to	ask	me	for	help	or	maybe	you	can	come	over	and	we	can	work	on	it	together.""Why	do	you	always	do	this	to	me.	I	feel	uncomfortable	when	you	ask	me	to	do	this.	It's	not	fair	that	I	work	hard	to	get	it	done	and	you	goof	off	and	don't	focus	to	do	it.		I	want	you	do	your	own	work	and	stop
asking	me."	​You	might	say:"Although	I	try	my	best	to	complete	all	the	jobs	given	to	me,	I	feel	eager	to	learn	more	skills,	do	you	think	that	I	might	be	trained	on	something	so	I	can	advance	in	my	skills?"​"When	you	ask	me	to	complete	odd	jobs,	I	do	it	with	no	questions	asked,	but	I	feel	ready	to	learn	new	skills	and	I	would	like	someone	to	train	me."	​You
might	say:"When	I	was	asked	to	work	at	the	church	bazaar,	I	felt	torn	because	I	had	made	a	prior	commitment	to	see	a	friend	I	haven't	seen	for	ages.	I	would	like	you	to	suggest	someone	who	would	switch	shifts	with	me	and	hoping	that	is	OK	and	won't	cause	any	disappointments."	So,	how	can	you	deal	with	similar	situations	in	your	own	life?	Let
review	how	we	can	communicate	more	effectively	when	dealing	with	your	own	personal	situations.		These	techniques	will	help	you	to	complete	the	worksheet	as	the	final	element	in	this	module.	EXAMPLES	OF	POOR	COMMUNICATION	SKILLSYelling	at	one	another	or	aggressive/standoffish	body	languageInterrupting	or	not	listeningNot	considering
the	other	person’s	perspectiveHaving	to	be	right	or	not	accepting	criticism ​Speaking	more	than	you	listenMaking	generalizationsBlowing	things	out	of	proportion​Not	being	open-minded	EXAMPLES	OF	GOOD	COMMUNICATION	SKILLSStay	Focused:	Sometimes	it’s	tempting	to	bring	up	past	seemingly	related	conflicts	when	dealing	with	current	ones.
Unfortunately,	this	often	clouds	the	issue	and	makes	finding	mutual	understanding	and	a	solution	to	the	current	issue	less	likely,	and	makes	the	whole	discussion	more	taxing	and	even	confusing.	Try	not	to	bring	up	past	hurts	or	other	topics.	Stay	focused	on	the	present,	your	feelings,	understanding	one	another	and	finding	a	solution.																		Listen
Carefully:	People	often	think	they’re	listening,	but	are	really	thinking	about	what	they’re	going	to	say	next	when	the	other	person	stops	talking.	Truly	effective	communication	goes	both	ways.	While	it	might	be	difficult,	try	really	listening	to	what	your	partner	is	saying.	Don’t	interrupt.	Don’t	get	defensive.	Just	hear	them	and	reflect	back	what	they’re
saying	so	they	know	you’ve	heard.	Then	you’ll	understand	them	better	and	they’ll	be	more	willing	to	listen	to	you.Try	To	See	Their	Point	of	View:	In	a	conflict,	most	of	us	primarily	want	to	feel	heard	and	understood.	We	talk	a	lot	about	our	point	of	view	to	get	the	other	person	to	see	things	our	way.	Ironically,	if	we	all	do	this	all	the	time,	there’s	little
focus	on	the	other	person’s	point	of	view,	and	nobody	feels	understood.	Try	to	really	see	the	other	side,	and	then	you	can	better	explain	yours.	(If	you	don't	'get	it',	ask	more	questions	until	you	do.)	Others	will	more	likely	be	willing	to	listen	if	they	feel	heard.Respond	to	Criticism	with	Empathy:	When	someone	comes	at	you	with	criticism,	it’s	easy	to
feel	that	they’re	wrong,	and	get	defensive.	While	criticism	is	hard	to	hear,	and	often	exaggerated	or	colored	by	the	other	person’s	emotions,	it’s	important	to	listen	for	the	other	person’s	pain	and	respond	with	empathy	for	their	feelings.	Also,	look	for	what’s	true	in	what	they’re	saying;	that	can	be	valuable	information	for	you.Own	What’s	Yours:
Realize	that	personal	responsibility	is	a	strength,	not	a	weakness.	Effective	communication	involves	admitting	when	you’re	wrong.	If	you	both	share	some	of	the	responsibility	in	a	conflict	(which	is	usually	the	case),	look	for	and	admit	to	what’s	yours.	It	diffuses	the	situation,	sets	a	good	example,	and	shows	maturity.	It	also	often	inspires	the	other
person	to	respond	in	kind,	leading	you	both	closer	to	mutual	understanding	and	a	solution.Use	“I”	Messages:	Rather	than	saying	things	like,	“You	really	messed	up	here,”	begin	statements	with	“I”,	and	make	them	about	yourself	and	your	feelings,	like,	“I	feel	frustrated	when	this	happens.”	It’s	less	accusatory,	sparks	less	defensiveness,	and	helps	the
other	person	understand	your	point	of	view	rather	than	feeling	attacked.​Look	for	Compromise:	Instead	of	trying	to	‘win’	the	argument,	look	for	solutions	that	meet	everybody’s	needs.	Either	through	compromise	or	a	new	solution	that	gives	you	both	what	you	want	most,	this	focus	is	much	more	effective	than	one	person	getting	what	they	want	at	the
other’s	expense.	Healthy	communication	involves	finding	a	resolution	that	both	sides	can	be	happy	with.	Now	we	are	going	to	take	a	look	at	iStatements.	Take	time	to	review	how	to	form	an	iStatement,	this	will	really	make	it	easy	for	you	to	complete	the	worksheet	below.	Accepting	responsibility	for	your	feelings	is	one	of	the	most	important
communication	skills	you	can	acquire.		A	good	rule	of	thumb	is:	"If	you	have	a	problem,	make	an	I-Statement.		Instead,	we	tend	to	express	feelings	and	opinions	without	assuming	responsibility	for	them.		We	tend	to	hide	behind	blaming	others	for	making	us	feel	the	way	we	do,	claiming	"it”	is	responsible,	or	claiming	"we”	all	feel	this	way.It	is
important	to	be	aware	that	personal	opinions	sound	like	facts	when	one	uses	a	form	of	"am"	or	"is,"	such	as	"you	are...,"	"I	am...,"	"it	is..."	and	so	on.		Furthermore,	in	addition	to	sounding	factual,	such	statements	imply	the	whole	person	is	a	certain	way	and	will	be	forever.	Example:	"You	are	selfish"	is	a	pronouncement	which	implies	that	there	are	no
unselfish	traits	anywhere	in	the	person's	personality--and	that	the	entire	person	will	stay	that	way	forever.		This	is	probably	untrue;	it	is	an	over-generalization.		It	would	be	much	more	accurate	and	effective	to	say,	"I	resent	it	when	you	make	plans	for	the	entire	family	without	asking	what	the	rest	of	us	want	to	do."	I-Statements	consist	of	a	description
of	how	you	feel,	an	indication	of	the	conditions	under	which	you	feel	that	way,	and	why	those	conditions	cause	your	emotions.		I-Statements	take	this	form:	"I	feel…	(State	your	emotion)	when	you….(describe	their	behavior	or	under	what	conditions	you	feel	this	way)	because…	(explain	why	their	behavior	or	the	conditions	cause	you	to	feel	this
way).	And	what	I	want	you	to	do	is...	(describe	the	action	you	need	to	see,	and	a	promise	or	commitment	that	it	will	happen	or	not	happen	again.)Clearly,	giving	an	I-Statement	is	more	constructive	than	commanding,	threatening,	moralizing,	judging,	ultimatums,	mind-reading	or	other	behaviors	that	create	defensiveness.		However,	this	is	not	an	easy
concept	to	grasp.		The	pronoun	"you"	is	used	all	the	time	and	many	uses	are	not	bad.		The	problem	is	we	often	state	personal	opinions	as	facts	and	over-generalizations	are	implied	by	forms	of	the	verb	"to	be,"	like	"are,"	"is,"	"am"	and	so	on.		Read	the	You-Statements	below	to	become	aware	of	the	ways	we	use	"you."	"You	make	me	so	mad.""You	are	an
inconsiderate,	arrogant	creep.""You	don't	give	a	damn	about	me!"	"You	shut	up!""Are	you	always	this	stupid?""You	don't	know	what	you	are	talking	about.""Of	course,	you	are	an	expert!""You	are	terrible.""You	had	better...""You	ought	to	...""You	need	give	it	a	rest	or	else...""You	can't	stand	to	be	alone!"	BlamingJudging	or	Labeling		Accusing							
	OrderingJudging	or	QuestioningArguingSarcasm ​DisapprovalThreateningMoralizingThreateningAnalyzing	Please	wear	earphone	to	watch	this	video	or	very	low	level	so	you	do	not	distrust	others	around	you.	“Why	do	you	always	lock	the	door	before	I	get	home?	You	know	I’m	not	home	yet.	You	make	me	have	to	knock	and	knock	and	you	take	forever
to	open	it.”“You	always	pick	me	up	late	from	school.	You’re	never	on	time.	Don’t	you	know	I	have	to	be	at	practice	by	3:00?	You	always	make	me	late.”​​“You	never	listen	to	me.	You	are	constantly	interrupting	and	being	rude.	You	really	have	no	clue	about	how	to	have	a	normal	conversation.”			“I	feel	frustrated	when	I	come	home	and	the	door	is	locked.
I	don’t	like	knocking	and	knocking,	because	I	start	to	think	no	one	is	home,	and	I	won’t	be	able	to	get	in.	Maybe	I	can	get	a	copy	of	the	key,	so	I	will	be	able	to	let	myself	in.”	​“I	feel	frustrated	when	I	don’t	get	picked	up	by	2:30	because	I	worry	about	being	late	for	practice.	If	you	know	you're	going	to	be	late	call	or	text	me	so	I	can	get	a	ride	with
someone	on	the	team.”	​“Can	I	just	say,		when	you	talk	while	I’m	talking,	I	get	really	frustrated	and	sometimes	annoyed.	I	feel	like	you	aren’t	hearing	anything	I’m	saying.	And	when	I	get	a	chance	to	speak	I	completely	forget	what	I	was	going	to	say,	which	is	annoying,	right?	It	would	be	better	for	both	of	us	to	take	turns	talking	so	you	can	listen	to	me,
then	I	can	listen	to	you.”​	1.						Emotion:	“I	feel…”	(state	your	emotion):	It	is	a	self-disclosure,	referring	to	"I"	and	it	expresses	a	feeling.a.						The	emotion	or	feeling	must	be	expressed	by	saying,	“I	feel…”	“I	feel	like…”	is	not	a	statement	of	emotion	“I	feel	like	you…”.is	not	a	statement	of	emotionRemember	if	don't	want	to	start	with	you	or	and	sarcastic
comment...	“You	make	me	feel…”	blames	the	other	for	your	emotion	“It	makes	me	feel…”	blames	“it”	for	your	emotionb.	"I'm	sorry	you	feel	that	way"...	Comes	across	as	sarcastic.​b.						Click	this	link	for	a	List	of	Emotions		if	you	are	having	trouble	with	express	the	emotion	that	an	event	has	triggered.	2.						Behavior:	“When	you…”	(describe	their
behavior	or	under	what	conditions	you	feel	this	way)a.						Describe	the	other	person's	observable	behavior	or	describe	the	conditions	that	are	related	to	your	feelings​b.						State	the	facts	objectively	without	opinions,	assumptions,	criticisms,	commanding,	threatening,	moralizing,	judging,	ultimatums,	mind-reading	or	other	behaviors	that	create
defensiveness	3.						Why:	“Because…”	(explain	why	those	conditions	or	their	behavior	cause	you	to	feel	this	way).a.						Explain	why	you	feel	this	emotion	when	the	other	person	does	that	behavior	or	when	you	are	under	these	conditions​b.						The	reason	why	you	feel	the	way	you	do	is	often	due	to	one	or	more	of	the	following:How	you	interpret	their
behavior	(intent	or	meaning)The	tangible	&	concrete	effect	their	behavior	has	on	you,	them,	or	others	(do	not	repeat	your	feelings).	4.				...and	what	I	want	you	to	do	is...	(describe	the	action	you	need	to	see,	and	a	promise	or	commitment	that	it	will	happen.)a.	Offer	suggestion	for	them	so	they	don't	repeat	their	behaviour	with	you.b.	You	can	also
resolve	any	issue	that	makes	them	keep	coming	back	to	you	with	the	same	behaviour.	This	shows	that	you	are	committed	to	also	ensure	it	doesn't	make	you	feel	that	way	again.	I	feel...		​(sad,	embarrassed	,	angry,	afraid,	or	any	other	emotion	that	you	feel	when	something	is	said	or	done	to	you.)	...when	you...				​(describe	how	the	situation	affects	you.)
...because...				​(give	your	reason,	or	reasons	why	they	made	you	feel	that	way.)	Can	I	suggest...	(offer	suggestions	or	commitments	to	a	resolution	so	they	will	or	won't	make	you	feel	that	way.)	-	remember	we	don't	want	to	add	fuel	to	a	fire-	the	purpose	of	the	"I"	statement	is	to	defuse	the	event/situation	and	put	closure	by	offering	a	commitment	that
you	both	can	agree	on.-	read	your	"I"	statement	back	to	yourself	to	see	how	you	would	receive	it	if	someone	spoke	to	you	that	way.	If	it	sounds	defensive	or	confrontational	then	you	need	to	make	some	edits.Remember	that	we	don't	want	to	make	the	situation	worse	or	give	the	person	receiving	the	message	to	feel	angry	or	upset.	Benefits	of	I-
StatementsAvoids	blaming	others	for	your	emotionsAccurate	and	less	hostile	way	to	express	a	feeling	or	an	emotion	you’re	experiencingMost	appropriate	way	to	inform	someone	that	their	behavior	is	causing	a	problemMinimizes	making	the	other	person	feel	guilty,	put-down,	&	resentfulSets	commitment	to	resolve	any	issues	going	forward.	Download
and	complete	the	attached	assignment	to	the	right:	yourlastname.firstname.1.1.1.pdf	Make	sure	you	read	the	instructions	-	You	need	to	provide	a	response;	the	response	of	what	you	would	actually	say	to	the	person,	based	on	their	communication	with	you.Be	sure	to	offer	some	type	of	closer	or	commitment	at	the	end	so	the	issue	never	re-
surfaces.Remember	that	we	don't	want	to	create	conflict.	Choose	a	response	that	will	defuse	the	situation	you	are	confronted	with.	Review	the	above	notes	and	situations	to	help	you	with	your	answer.Make	sure	you	add	your	name	where	indicated	in	the	header	of	the	document	and	use	proper	capitalization	of	words	with	proper	punctuation;	you	are
not	texting.	Marks	will	be	deducting	if	you	do	not	communicate	properly	(see	Communications	Category	in	Rubric).	Save	your	work	version	file	as:	yourlastname.firstname.1.1.1.pdf	Once	completed,	upload	your	assignment	to	the	assignment	submit	drop	below,	otherwise	you	will	need	to	print	it	on	your	own	to	submit	to	me.
LastName.FirstName.1.1.1.pdfFile	Size:	514	kbFile	Type:	pdfDownload	File	To	download	the	worksheet	file,	hold	the	option		key	on	your	keyboard,	while	clicking	on	the	Download	File	link	above.​​	If	you	want	to	continue	working	at	home	and	do	not	have	Adobe	Acrobat,	you	can	download	a	free	version	of	the	software	by	clicking	on	the	image	above.
PLEASE	UPLOAD	TO	THE	DROP	ON	Thursday,	April	25th.,	by	the	end	of	the	period		-	Thanks.Submissions	received	after	this	date	to	and	up	Thursday,	May	2nd..	will	have	10%	Marks	deducted.	After		the	closure	date	of	Thursday,	May	2nd.,	2019,	a	ZERO	will	be	entered.
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