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  Cooperative Learning

Objectives

This module is designed for use by lecturers and teachers to introduce students to essential skills they require for personal and professional effectiveness.  The goal of this module is to help academic staff understand the basic concepts of interpersonal skills in order to discuss and teach them.  It also encourages the provision of opportunities for students to become more proficient and confident in their use of these skills.

Introduction

Effective interpersonal skills are important for personal and professional reasons.  They have relevance for students in terms of integrating into college life and as part of learning (e.g. group work, seminars, etc.).  Furthermore, employers look for skills such as good communication and teamwork in graduates.  However, interpersonal skills often are not formally taught.  

This module is designed to provide a brief background to relevant interpersonal skills and exercises to help you develop these skills in your students.  The module highlights several key areas: effective communication, giving and receiving feedback, and working with others.  

Students need to understand the concepts, to practice the skills, to reflect and to receive feedback.  These skills may be taught in many different ways: case studies, group exercises, role-plays, work simulations or rehearsal.  

Each section gives the presenter some Background Information on the area to be addressed as well as Suggestions for Integration of the material with the subject.  There is also a Suggested Presentation if the teacher wants to present the material as a workshop.  It includes suggested activities and procedures, materials necessary and time estimates.  The module also contains a PowerPoint presentation with slides and notes, as well as exercises and handouts.  The teacher may be selective – parts may be incorporated into course content when suitable and appropriate – or the material can be used as a stand-alone module – given in addition to regular courses.  Either way, it will be most beneficial to students if it is customised to suit the subject discipline

1.  ABOUT INTERPERSONAL SKILLS

Communication occurs only when a message is accurately received. Only when there is a predisposition, therefore, to observe, listen and try to understand can clear communication take place – and this implies a degree of trust and openness between participants (Jaques, 2000, p. 61).


1.1 Definition

Interpersonal skills are those necessary for relating and working with others – such as verbal and non-verbal communication, listening, giving and receiving feedback.

Howard Gardner described it as one of the multiple intelligences: interpersonal intelligence or the ability to be able to understand and work effectively with others. 

Being able to understand and work with others in teams or groups is another important aspect of interpersonal skills.  The focus is on facilitating teamwork, ensuring group effectiveness, decision making, running meetings and presenting work.

1.2 Benefits and Relevance

On a personal basis, since we all interact with other people, it is worth reviewing and improving our interpersonal effectiveness.  Furthermore, many surveys of employers and graduates indicate that employers want their employees to have good social skills.  The ability to communicate well with others and the ability to work well in a team are valuable skills. 

In the helping professions good communication and interpersonal skills are crucial.  Teachers in the professional disciplines might like to consult the training manuals by Philip Burnard listed in the References and Bibliography.  These skills are also important in business and management where modern organizations increasingly use teamwork which requires being able to communicate and collaborate with others.  They are also useful to develop in college where more cooperative learning is taking place, requiring interpersonal and small group skills.  These are skills that can be taught thereby improving an individual’s performance, resilience and overall emotional literacy (Goleman, 1995).

Working in groups provides the opportunity to share ideas, hear other perspectives, to benefit from the experience and expertise of others and to receive help and support.

“Interpersonal skills help individuals initiate, build and maintain relationships in both personal and professional life” (De Janasz, 2002, p. 1).


SUGGESTED PRESENTATION

About Interpersonal Skills

Time Commitment

20 –30 minutes

Materials

Flip chart or board

Markers 

OHP

Sample Definition (Slide 2)

Benefits (Slide 3)

Exercise – Professional Skills

Activities and Procedures

Step 1

Review session objectives.

Step 2

Have students rate themselves on Professional Skills.

Step 3
Brainstorm what is meant by interpersonal skills.  Try to come to a consensus definition or use Slide 2 - Definition.  Emphasise the important ones for your discipline and give examples of when they might be needed.  Slide 3 – Benefits.

2. EFFFECTIVE INTERPERSONAL COMMUNICATION

2.1 Active Listening

“. . . the faculty of listening is one of the most salient ingredients for professional accomplishment and within our communities and homes it is the most fundamental and taken for granted activity upon which we are supposed to shape all our daily relationships” (Palmer, 1997, p. 1).


The cornerstone of effective communication is the ability to listen and to accomplish this in an active manner. Often communication fails because people have not actually heard to the message or have only listened to part of it.  As a result, they may have assumed or misinterpreted what was actually said.  In the professional arena, good listening skills are necessary in order to communicate that you want to help.

We may listen for comprehension, as in a lecture where we are attending to ideas, facts or themes.  Sometimes we practice evaluative listening when we need to make a judgement, as in the recent discussions on the Nice Treaty.  At other times we listen empathically, when someone is trying to be understood and heard while many times we are just practicing appreciative listening, for pleasure (Hayes, 1991).

In active listening the key is our intention  - to understand someone, to learn something, to give help or comfort.  Active listening involves our focused attention and we communicate this both verbally and non-verbally (see Section 2.2).  It also involves the ability to take in the whole message, accepting what is said without judging, understanding not only the words spoken but also the feelings that underlie the word.  

There is a difference between hearing and listening.  Hearing is purely physical whereas listening involves not only hearing sounds but also responding, i.e. higher level and interpersonal.  Selective listening requires concentration and attention.  For example, in a lecture there are many sounds one can hear thus it is necessary to tune them out and focus our attention.  

Hayes (1991) breaks down the listening process into four skills areas: preparation, attending, following and reflecting.  Preparation would include arranging appropriate time to listen, free of distractions.  Attending focuses on non-verbal behaviours to demonstrate you are actively listening to the speaker: facing speaker squarely, open posture, maintaining eye contact.  Following skills focus on what the speaker has to say, allowing them to tell their story - things such as minimal prompts, statements, questions, and attentive silences.  The last area is reflecting skills which “provide the listener with the opportunity to check out her understanding and communicate this to the speaker and to help the speaker to clarify his own thoughts “ (Hayes, 1991, p. 28).  Techniques for reflecting include paraphrasing and summarising.


Active listening shows you have understood the other person and acknowledged their feelings or concerns.  Here are some strategies to enhance effective listening:

1. By not interrupting the speaker – give them space and time to say what they have to say.

2. Stop talking – you can’t listen if you are talking!

3. Focusing – actively attend to the other person’s words, ideas, and feelings.  Ask for more detail or ask them to expand on certain things.

4. Get rid of distractions – avoid taking notes, watch your hands!

5. Use positive body language – eye contact, affirmative head nods, smiles, displaying interest, etc.

6. Use paraphrasing - means providing a concise response to the listeners’ words to reflect that you have understood their message using own words (rewording).  For example, ‘So what you’re saying is …’

7. Use summarising – formulate a brief statement containing key words and/or feelings that person has said.  For example, ‘I think you’re trying to tell me …’

8. Use inquiry – this aids active listening by asking appropriate questions and using open-ended questions.  An open question is one which leads the speaker into exploration and elaboration.  A focused question calls for a “Yes”, or “no” or other specific response.  It facilitates clarification.  Former useful especially professionally, for obtaining more information and allowing speaker to tell story.  Most people tend to rely on closed or focused questions.  Both essential to good communication. 

9. Listen to how something is said – too often we concentrate on the content or what is being said whereas the emotions and reactions behind the content may be more important.

10. Disarming technique (Burns, 1989, p. 419): “Find some truth in what the other person is saying, even if you feel convinced that what they’re saying is totally wrong, unreasonable, irrational or unfair.”  A particularly useful strategy when facing criticism or if you don’t agree.

In summary, listening is a matter of concentration - the more attention paid the better the listening.  Listening skills involve being receptive to others, suspending your own ideas and being able to understand another person’s perspective.



SUGGESTED PRESENTATION

Active Listening 

Time Commitment

30 – 45 minutes depending on time for exercises

Materials

Flip chart or board

Markers or chalk

OHP

Components of communication (Slide 4)

Listening (Slides 6 - 9)

Active Listening Strategies (Slide 10)

Exercise – Listening Assessment Questionnaire (optional)

Exercise – Try Not to Listen (Slide 5)

Handout – Effective Listening

Activities and Procedures

Step 1

Review session objectives.



Step 2
Discuss the components of communication – listening and expressing – and the ways – verbal and non-verbal (Slide 4).

Step 3
Have the students pair off. One member of each pair is designated talker and the other listener.  Assign a topic (such as what they did last summer, music, future plans, things disliked, etc.).  The task of the talker is to talk about the topic for 2 minutes.  The listener purposely tries NOT to listen. Then reverse roles.


Step 4
Display Slide 5.  Discuss how it felt not to be listened to/to try not to listen.  Ask the students how they communicated to their partner “not listening”.  Additionally (or alternatively), the presenter may choose to break into small groups to have students brainstorm the qualities of a good listener.  

Step 5
Describe listening (Slide 6) and the elements of listening (Slides 7 - 9).

Step 6
Review and if possible demonstrate strategies to enhance active listening (Slide 10).  The presenter and another may model a conversation and have students pick out relevant techniques.  Alternatively, students may role-play a conversation where they discuss a relevant issue (e.g. for dentistry students maybe their first visit to a dentist) and practice active listening techniques.

Step 7

Distribute Listening Assessment questionnaire and handout.

2.2 Non-verbal Communication

“It isn’t what you say, it’s the way that you say it” (Anonymous).


Non-verbal communication is the way people reinforce or replace spoken communication through the use of body language or voice.  A commonly accepted scenario is that communication between people is usually comprised of the words used (7%), the way words are used or stressed, e.g. tone, emotions (13%) and body language (80%).  Therefore it is very important to pay attention to non-verbal signals, both from a listening perspective as it will offer further clues about the other person’s internal situation beyond the words they use; but also the non-verbal signals we are giving out when expressing ourselves.

Attending to non-verbal messages improves our ability to understand the meaning of others’ messages.  However, it is important not to give meaning to an individual behaviour but rather “the art of effective listening to non-verbal messages is to recognize behaviours that may have potential message value and then to search for other behaviours that suggest a pattern” (Hayes, 1991, 57).  For example, a sigh of exasperation from a flatmate may suggest he/she is angry but this assumption would need to be verified by other non-verbal signals or by verbal confirmation.

The key is to ensure congruence between thoughts or feelings and non-verbal messages; also that non-verbal messages are congruent with verbal messages.

What is body language?  

· Facial Expressions

· Whole face – smiling, frowning, surprise

· Eye Contact

· Eyebrows – raised, upturned

· Mouth – lips pursed, down-turned

· Gestures & Movements

· Head – nodding, shaking, tilted

· Arms – crossed, open

· Hands – in pockets, covering mouth

· Fingers – laced, pointing, playing with hair, tapping

· Legs & feet – crossed, tapping

· Positioning & Orientation

· Where sitting or standing relative to others

· Space

· Physical Contact

· Posture/Stance

· Feedback sounds – agreement, impatience, surprise, grunts

· Tone


It is important to be aware of potential difficulties that might arise with non-verbal communication, for example:

· Over analysis!

· Certain signals or gestures might be acceptable in certain situations but not in others

· Be aware of cultural conventions

· Be sensitive and alert in new situations

· Certain signals can be misconstrued or misinterpreted by others

In some cultures it is customary to use personal touching whereas for other cultures this would be inappropriate.  For example when greeting someone in Greece, it is normal to throw your arms around someone, put your hands on their shoulders, etc.  Awareness and tolerance aid good non-verbal communication.

2.3 Self-expression


Listening is one part of the good communication loop; the other part consists of the ability to send verbal messages constructively.  Difficulties in expressing ourselves often arise when emotions become involved (which is frequent!).  These difficulties may occur in a work situation, a professional relationship, personal interactions, educational exchanges, meetings or group settings – basically anytime people get together to communicate.

There are several strategies for effectively expressing yourself and getting your message across to others (Burns, 1999; Ellis, 1994; Goleman, 1995):

Using “I” statements

For personal communication, especially in conflict or emotive situations, use of  ‘I’ statements can be very effective.  The strategy involves replacing ‘you’ messages with ‘I’ messages.  You messages (e.g. “You are rude,” “You don’t like me anymore”) cause defensiveness and they demand a response.  Replace the You with an I, trying to describe yourself.  So “I feel upset” instead of “You are rude” or “I’m concerned we’re drifting apart”.  ‘I’ messages do not involve judgement or blame.  

Sending ‘I’ messages helps you to assume responsibility for what you say, thereby less likely to cause defensiveness as it is “from the heart not the head” (Nelson-Jones, 1996, p. 97).

The handout - Five Ways to Say ”I” (Ellis, 1994; See Interpersonal Skills – Exercises and Handouts) describes ways to include ‘I’ for more effective statements.

Notice non-verbal messages

Refer to Section 2.2 Non-verbal Communication.  Ensure that the verbal message and the non-verbal message are congruent.

When questions are not always questions

Avoid using questions that are not really questions.  For example,  “Doesn’t it upset you?” probably means “It upsets me” (Ellis, 1994, pp.245-246).  If you want to find out what another person is thinking or feeling, it is better to use open-ended questions (what, why, how) rather than questions that require limited responses such as yes or no.   Open ended questions help facilitate elaboration and understanding.  They are particularly useful in professional relationships when trying to elicit information from patients or clients.  Closed questions help with clarification.

Description

Describe your own feelings by name or action (e.g. I feel upset, I feel like crying).  Describe others’ behaviours without evaluating or interpreting. 

Barriers to sending messages

People often make excuses that inhibit good communication.  These are often thoughts, concerns or attitudes we hold.  For instance, perfectionism, fear of disapproval or rejection, hopelessness or low self-esteem (Burns, 1999) may stop someone from expressing them self.  It is unlikely the concerns will go away unless they are addressed.  A talk with an adviser, tutor or friend might help to solve a problem critical to academic or other success.

Stroking 

This technique is useful in difficult interactions (Burns, 1999).  It involves finding something genuinely positive to say to the other person.  For example, you may dislike a child’s behaviour but not the child: 

You can dislike what a person is doing, you can disagree 

with what they’re thinking, and you can be uncomfortable 

with what they’re feeling.  But you won’t gain anything if 

you judge or condemn them as a person (Burns, 1999, p. 401).

This involves letting the other person know you respect them even if you are angry or disagree with them.  The key is to work on the problem or disagreement and not to condemn the person.

Use positive language and compliments.  

Sometimes a message can mean the same thing, but it can be framed in a positive way or a negative way.  Here’s a simple example:  The stairs are slippery, so the teacher cautions the child not to trip on the way down.  However, same scene but this time the teacher tells the child to be careful when going down.  Same message, one expressed in a positive manner and one in a negative way, perhaps with resulting consequences. 

A college example would be when providing feedback on a presentation that was weak.  A negative framing would be to tell the student it was weak but positive feedback would be to suggest the presentation could be done differently to get the message across, perhaps by improving the structure or content.

Another tendency when talking is to use qualifiers such as ‘but’.  However, ‘buts’ act like erasers, eliminating what comes before.  It would be better to use ‘and’ when trying to communicate in a positive way.

Ask for feedback

Ask how your messages are being received; this helps to make sure you are communicating what you think you are.



SUGGESTED PRESENTATION

Non-verbal and Verbal Communication
Time Commitment

60 - 120 minutes depending on time for exercises

Materials

Flip chart or board

Markers or chalk

OHP

Non-verbal communication (Slide 11 & 12)

Expressive communication (Slide 13 & 14)

Summary (Slide 15)

Exercise – Non-verbal Communication

Exercise – One- & Two-Way Communication

Handout – Five Ways to Say “I”

Handout – Guidelines for Role-play Feedback

Activities and Procedures

Step 1

Review session objectives.


Step 2
Discuss importance of non-verbal element in effective communication (Slide 11).

Step 3
Ask students for examples of body language (Slide 12).

Step 4
Have students do the exercise on non-verbal communication.

Step 5
Optional.  Presenter and another person model a conversation.  Ask for examples of where non-verbal techniques were employed.  Or have students break into pairs carry out a conversation on a particular topic, paying attention to non-verbal messages.  It can also be useful to have the students work in triads (3) doing these exercises, with one student acting as an observer to comment on the process.  Have a feedback and open discussion session (see Handout).

Step 6
Explain that the other element of good communication, besides listening, is being able to express oneself.  This can also happen verbally and non-verbally (Slide 13).

Step 7
Have students do exercise on one-way & two-way communication.  Have whole group list ways to enhance the communication process.

Step 8
Review strategies for effective expression (Slide 14).

Step 9
Provide an opportunity to practice skills via a role-play session (in pairs, exchanging roles after a set period or in triads with an observer) or as an assignment.

Step 10
Summarise what good communication is about (Slide 15).


2.4  Giving and Receiving Feedback


The ability to provide constructive feedback and to use feedback received in a positive way is an important element of effective communication.  Giving and receiving constructive feedback is useful in university for group learning environments and clinical placements; they are also essential skills for the workplace and relationships.

What is feedback?  

Feedback helps people to learn more about themselves.  This may help to confirm the way they perform or function, or it may help them improve if the feedback suggests change is necessary.  This will only happen if the feedback is constructive.  Providing feedback to a peer or colleague is the ability to provide someone else with a critique about his or her work or performance.

There are several guidelines to consider when giving constructive feedback  (Brown, 1998; Hayes, 1991; Robbins & Hunsaker, 1996; Smith, 2001):

1. Positive – Feedback should be given to help the individual. Provide positive information and points for improvement. Offer positive before negative.

2. Directly expressed, specific and relevant – Feedback should be specific and concentrate on particular incidents and observable behaviour; it is not about the individual as a person. It should relate to specific things that have actually happened – performance, behaviour, and outcomes.

3. Descriptive and not judgemental – Say what your reaction is but don’t pass judgement; your reactions, perceptions and opinions should be presented as such, not as facts. Describe what you have seen or heard and its impact on you, for example, “When you said . . . I felt that . . .” and “When I read that statement my reaction was . . .”

4. Sensitive – Take account of the other person’s feelings and reactions; vary your style according to the needs of the individual and the situation.

5. Encouraging – Emphasise the positives as well as the negatives; give praise where it is due and be specific.  If the information is negative, ensure the behaviour is under the control of the recipient, so they are able to change or improve.

6. Focus on behaviours – Concentrate on behaviour that the individual can change. Suggest alternative ways of behaving that allow them to consider how they might do things differently.  Make sure the person has control over the behaviours.

7. Ensure understanding is two-way – Ask questions, check reactions, and ensure your comments have been received as you meant them. People cannot act on feedback if they don’t understand it.

8. Timely and in context – As soon as possible after the event. If you leave it too long, its usefulness will be lost.

9. Allow the recipient to accept or reject feedback – Give them time.

It is a good idea to write down what you plan to say first; it provides the chance to think about the feedback and to see if it follows the above guidelines.  Also when offering feedback, consider suggestions you may have to help them and how open the person would be to these ideas.

When giving the feedback, be sure to use the effective communication skills of paraphrasing, reflecting feelings, summarising, focusing, not interrupting and open-ended questions.

Receiving and Acting on Feedback:

The above guidelines are also useful when asking for feedback (see Handout – Giving & Receiving Feedback in Interpersonal Skills – Exercises & Handouts).  Ask for feedback on your behaviours, not about your personality.

Good feedback is meant to be of benefit.  To use it constructively we need to:

· Be open and receptive

· Listen carefully to what is being said

· Consider the implications – examine the value of what has been said

· Be aware of immediate reactions – don’t react instantly

· Concentrate on the content – don’t ignore comments that don’t fit with our ideas

· Question if we don’t understand – ask for clarification

· Ask for help/suggestions/ideas, “What if I did it this way?”

· Identify key issues that require change

Welcome feedback on performance as a constructive way to help us develop and improve skills and performance.  Feedback is based on the giver’s perception of our behaviour, and the impact it has on them.  We may not always agree with the feedback we receive, but we should listen, clarify, evaluate and consider the alternatives.

Sometimes, receiving feedback may lead to reactions such as:

· Becoming defensive

· Ignoring it

· Getting angry

· Not understanding it

· Disagreeing with it

· Questioning it

· Feeling hurt

· Feeling upset

These negative reactions probably result from having received insensitive or negative feedback in the past.  Also, we sometimes find it difficult to receive feedback that differs from our own perceptions.

Instead, try to focus on what the person providing feedback is trying to do and try to:

· Welcome it

· Find it useful

· Act on it


SUGGESTED PRESENTATION

Giving and Receiving Feedback
Time Commitment

30 – 50 minutes depending on time for exercises

Materials

Flip chart or board

Markers or chalk

OHP

What is Feedback? (Slide 16)

Giving Feedback (Slide 17 & 18)

Receiving Feedback (Slide 19)

Summary (Slide 20)

Exercise – Providing Feedback Modeling Exercise

Exercise – Providing Feedback Checklist

Handout – Giving & Receiving Feedback

Handout – Guidelines for Role-Play Feedback

Activities and Procedures

Step 1
Review session objectives.

Step 2
Ask students what is constructive feedback (Slide 16).  Ask how do you make feedback constructive and useful?  Write answers on flipchart or board and compare with suggestions on overhead (Slide 17 & 18). Discuss relevance and/or importance of these.

Step 3
Ask for reactions to “How have you reacted in the past to feedback you have received?”  Clarify responses and reasons why.  Look for differences for when it was useful or not. This could also be done in small groups or pairs then as a larger group. On flipchart or board put up suggested responses. Go over suggestions and benefits (Slide 19). It might be useful to generate ways to respond to negative criticism.

Step 4
Optional.  Demonstrate constructive feedback or have students do the Exercise - Modelling Feedback (Robbins & Hunaker, 1996, p. 77).  If using role-play provide guidelines for role-play feedback.

Step 5
Students could complete the checklist on how they provide feedback to peers.

Step 6
Summarise giving and receiving feedback (Slide 20) and distribute handout.

3.  Working with others

“The ability to work effectively with a group of other people, either as leader or as member, is an important interpersonal skill” (Hayes, 1991, p. 208).


More and more academic courses are incorporating group or project work as part of their curriculum.  This is because students benefit from learning from each other and to help prepare them for employment by developing skills of working with others.  Sometimes students are not equipped or have not learned how to work in groups which can cause frustration and poor performance.  Often the whole idea of working collaboratively in groups runs counter to long traditions of competition and individual work.

In order to maximise the benefits of group learning and to develop students’ group skills, it is helpful to teach students how to work in groups, how to communicate with others in small groups and generally how to manage differences or conflicts in groups.

Group skills are learned.  It is important that students have knowledge about group dynamics and group skills but it is even more beneficial if learning is experiential, allowing students to practice and gain feedback from using the skills.  Therefore, this section should be presented in conjunction with practical group work experience.

3.1 Benefits of Learning in Groups

Cooperative learning can lead to better results for students.  It provides opportunities that are not always available to the individual learner.  Some of the benefits are: 

· Other members of the group may have knowledge, skills, abilities or experience which may help enrich a task or solve a difficulty

· A sense of responsibility to fellow students can provide good motivation; also sense of support and encouragement

· More complex problems can be solved by breaking them down into separate tasks for group members – for example, a reading list could be shared out and group members make their notes available to others

· Discussing a subject with others can often help understanding

· Opportunity to share ideas and differing perspectives thereby broadening student’s perspective

Learning in groups also develops necessary teamwork skills often required in   professional work.  This includes work done in groups and teams such as interpersonal, oral communication skills, self-appraisal as well as specific skills related to the task, i.e. time management or decision-making.  “These personal and transferable skills are what employers say they want from graduates, and in some work areas, they can be more important than subject knowledge” (Jackson, 1999, p.2).

However, it is important to provide support and backup.  For example, junior freshmen have reported being assigned to a group in a large lecture without any idea of who the other members were or how to contact them.  Another group of students who were given a group assignment just divided the work and only met again the day before the project was due, thus defeating the benefits of group learning.

“Placing socially unskilled students in a learning group and telling them to cooperate will obviously not be successful” (Johnson & Johnson, 2000, p. 118).  A suggestion would be that in large classes, try to provide time in the lecture to break into groups and have the lecturers/tutors act as facilitators for groups whom request help.  If you know the students, it may be possible to assign students to groups to distribute skills across groups.  Appendix One at the end of this section offers further ideas for promoting cooperative learning.

3.2 How Groups Work

There is a vast literature on ‘group theory’ and ‘group dynamics’ and for further information please consult the bibliography.  This is a simplified version to help teach the basics of group skills.

People have different ways of learning and approaching tasks, with differing reactions to working in groups.  Therefore, it is important for students to reflect on how they work in groups as well as understanding the more general concepts of group theory and processes.

3.2.1 What is a Group?

“Whenever people gather together in an organisation to engage in mutual consideration of work problems, a group has formed and a meeting is taking place” (Turner, 1983, p. 97).

Membership in groups is inevitable.  People gather all the time to consider a mutual problem, to come together for a particular reason or with a common aim (Maskill & Race, 1996).  Groups usually entail task (the what) and process (the how) elements.  The task element is to define the goal, to mobilise resources and skills and to make decisions to accomplish the task.  This is sometimes referred to as the content aspect of the group experience.  Process skills involve understanding the roles played by individuals in groups, to improve the communication between members in order to achieve best results, to understand the interactions and to handle conflict that may arise.

3.2.2 Types of Groups

There are various types of groups, depending on the purpose, context, pattern of communication and functions.  “A group comes into being to satisfy the needs and wants of its members and unless compelled to do so members will only attend if their needs and expectations are met” (Benson, 2001).

In higher education, students will encounter formal groups in the format of small lectures, classes, seminars, tutorials, discussions, problem-based, projects, labs, and clubs or societies.  

3.2.3 Group structure

Group members need to determine the goals for the group.  Sometimes an individual’s needs may differ from the group goals which may give rise to conflict.  Clearly defined, cooperative goals reduce this possibility.

A role is a set of expectations regarding behaviour about a particular person or position.  In order for a group progress on its brief, individuals are usually assigned certain functions which over time develop into roles.  Some common roles are chairperson or leader, secretary or note taker and spokesperson.  The chairperson usually agrees an agenda, keeps the group to the agenda, controls and encourages discussion, and ensures smooth functioning of the group.  The secretary is responsible for taking minutes or notes of group meetings, usually arranges the venue and circulates the action plan.  Sometimes a coordinator is appointed to keep track of progress, making sure tasks are being accomplished between meetings.  

Other roles and functions are not as obvious but are important for maintaining group harmony and effectiveness (Benson, 2001; Maskill & Race, 1996):

Task functions help the group complete its task and aims

· Information giver

· Information seeker

· Starter

· Direction giver

· Summariser

· Diagnoser

· Reality tester

· Evaluator

Maintenance functions aid emotional aspect of group

· Encourager of participation

· Harmoniser/Compromiser

· Tension Reliever

· Communication Helper

· Gatekeeper

Negative functions relate to personal needs and may hinder the group

· Aggression

· Seeking recognition

· Withdrawing

· Blocking

· Competing for attention

Different roles contribute to the benefits of group work.  For instance, one person may be creative and full of ideas but not really able to concentrate long enough to carry it through, whereas someone else may be more practical and better at organising things, turning ideas into plans.  Conflict between roles may hinder the group.

“Remember that you cannot always take on the role that you want. A group with more than one leader is as likely to fail in its task as one without a leader. By taking on a role that you do not think you can do well, you are more likely to benefit from the acquisition of new skills” (Jackson, 1999, p. 2).

Group norms have been defined as “the group’s common beliefs regarding group members’ appropriate behavior, attitudes, and perceptions; rules, implicit or explicit, that regulate the behavior of group members” (Johnson & Johnson, 2000, p. 26).  They may include things like courtesy and promptness.  Norms usually result from the interaction of members and they help the group achieve its goals.  A group’s norms can be either beneficial or harmful.  For example, the norms of gangs would be positive for the gang but negative for its victims.

3.2.4  Group dynamics or process

Group dynamics is the term used to describe the way people behave in groups.  Understanding group dynamics helps people make a group more effective.  Too much attention to tasks and not enough to process can inhibit effectiveness.

People in groups interact in predictable ways.  Human interaction in groups follows natural patterns – these can be constructive and/or destructive.  Understanding and observing group dynamics allows us to use group strengths and confront and correct group weaknesses.  

Group dynamics affects the quality of communication, decision-making, interaction, cooperation, negotiation and trust.  Establishing shared ways of operating and shared responsibilities is part of the process.  

The literature on group dynamics also suggests that working groups go through several stages of development that influences the behaviour of members (Jacques, 2000; Johnson & Johnson, 2000): 

· Forming

· Storming

· Norming

· Performing

· Mourning

Forming is the beginning, when the members of the group are uncertain and there isn’t really a sense of “group.”  The next stage is storming, where members struggle for position and the way the group will function is threshed out.  The norming stage refers to the settling down period where individuals feel more comfortable, ground rules have been established and the group is becoming more cohesive.  The accomplishment of tasks and the fulfilment of roles characterise the performing stage.  The final stage of development, mourning, occurs as the group comes to an end.  However, every group is unique but focusing energy allows the group to progress.

3.3 Effective Groups

Try to think of groups you have been a member of.  What made them effective or not?

For groups to be effective they need to achieve a task, to build and maintain the group, and to develop individuals.  This involves good communication as well as members taking responsibility for their own behaviour, observing ground rules, and confronting problems openly and constructively.  Effective groups need to be ‘nurtured’.


3.3.1 Planning

The objectives of the group need to be established so everyone is on the same track. How will they be measured?  It is essential that the group have a clear idea of the goal, preferably in a specific and relevant manner so that the group knows how to go about achieving the goals (see also section on goal setting in Learning Skills Module).

It helps to define exactly what the task is, for example ask questions like:

· What are we supposed to learn? What skills to develop?

· What are we supposed to produce?

· What criteria will be used to assess it?

· What are the deadlines? Guidelines?

· What do we want from the group project?

It may be necessary to break the group task into smaller sub tasks - set a date for completing each task and assign who is responsible for the sub task.

Part of good planning involves establishing the ground rules, agreeing roles and how decisions will be made (e.g. by consensus or compromise) to avoid future problems.

The group will want to establish what resources may be needed to accomplish the task.  For example, finding someone who can provide direction, supervision and support.

It is also good practice for a group to decide how it will monitor progress – to ensure the group is accomplishing its task and that everyone is communicating.  Discuss what is working and what is not working.  If necessary, schedule in review sessions.  For example, after a group session, members should consider how it went.  If the group session didn’t go well, the members need to identify the reasons and try to resolve them.  Common difficulties include being unclear about what the group is supposed to do, one group member dominating discussion, wandering off point, stuck to views instead of compromising.  The group either brainstorms possible ways to overcome the difficulty or possibly seeks assistance from the teacher.

Part of the planning process would be for students to assess their own performance as a group member, thinking of ways they could improve sessions and their own group skills for the future.


3.3.2 Effective Communication

Group settings offer an ideal opportunity to use the effective interpersonal communication skills referred to in previous sections.  “Communication is the basis for all human interaction and group functioning” (Johnson & Johnson, 2000, p. 13).

Part of good group communication is ensuring that the quiet members are heard – make sure to ask their views and encourage them to speak.  It is also important to control disruptive members – ignore their jokes, ask to let others have a say, ask those being negative for a positive comment.

Good communication includes being able to communicate feelings to other members of the group (e.g. if someone is not doing their work).  It is usually better to speak directly to other people rather than about them:


NOT:  “I think what John is saying . . .”


YES:  “John, you seem to me to be saying . . .” (Burnard, 1992).

Remember, when sending messages ensure they are understood, try to use personal pronouns (I, my), be clear and specific and make sure that verbal and non-verbal messages are congruent.  

3.3.3  Group Environment

Whenever possible it is best to structure an open and cooperative working environment (Smith, 2001).  This means maintaining good working relationships, being open and supportive, sharing information and progress, and resolving conflicts or disagreements.  This ensures members make the most of the learning opportunities from the group experience.

“A considerable body of research shows that when a situation within a group is cooperatively structured, relevant information is communicated openly, accurately, and honestly; in a competitively structured situation, communication is either lacking or misleading” (Johnson & Johnson, 2000, p. 158).

3.3.4 Decision Making

Most goal-directed groups require decisions to be made.  This is part of the overall problem-solving process of the group.  There are several ways to make decisions, depending on the type, the time available, the resources, the setting, etc.  Examples include:

· Majority vote

· Taking the average of the members, 

· Letting a member with authority decide, 

· Letting a member with most expertise decide

· Group consensus.  

Decision-making can be a difficult area for a group as it involves power issues and offers potential conflict.  Decisions by consensus allows all members to be involved in the process; however, it also takes more time.  All members need to express their opinions and then agreement reached usually by compromise.  Please refer to Joining Together: Group Theory and Group Skills, Chapter 7 (Johnson & Johnson, 2000) for more details on decision-making and other aspects of group work.  It is an excellent reference.

The problem solving process for learning groups usually takes the following format:

· Identify and define the problem or issue to be tackled

· Gather information

· Formulate and consider alternative solutions, looking at advantages and disadvantages of each

· Decide on a solution, by consensus if possible


3.4  Resolving Interpersonal Conflicts

Conflicts can arise for a variety of reasons and it is important to deal with these before they fester.  They can deflect the group from its purpose and may cause the breakdown of working relationships.  Sometimes students seem to think they have to be friends with group members; it is important for them to realise this isn’t necessary in order for the task to be achieved.

Conflicts also provide positive outcomes. It is how conflicts are managed which determine if the outcome is positive or negative.  First the group must try to identify the cause of the problem, and then they can try to resolve it.  Here are some suggestions for this process (Johnson & Johnson, 2000; Smith, 2001).

The group can:

· Give the issue some space and time

· Focus on the rational not the emotive

· Focus on the group not an individual (What can we do about it?)
· Focus on the problem not a person (How can we improve this work?)
· Focus on why the group was formed - its purpose and goals

· Seek common ground

· Use effective interpersonal communication, especially active listening

· If necessary seek arbitration or third party suggestion

Individuals can:

· Advocate their position but with an open mind

· Not take personally other members’ disagreements and rejection of their ideas

· Put themselves in other person’s shoes

· Follow rational argument and avoid premature evaluations

· Try to synthesize the best ideas from all viewpoints and perspectives

Remember that controversy can be productive – it can lead to creativity!  However, effective groups need to manage conflicts of interests between members and find ways to resolve them.  



SUGGESTED PRESENTATION

Working with Others
Time Commitment

1 – 1.5 hours

Materials

Flip chart or board

Markers or chalk

OHP

Benefits (Slide 21 - 22)

Group theory (Slides 23 - 25)

Effective Groups (Slide 26 - 28)

Exercise – Group Experiences Reflections or Group Checklist

Exercise – Working in Groups

Exercise – Role play

Exercise – Working in Groups 

Exercise – Agreeing Ground rules

Handout – Guidelines for Effective Groups

Handout – Ten Do’s and Don’ts

Handout – Group Work Plan

Activities and Procedures

Step 1
Review session objectives.

Step 2
Ask students to reflect on their previous experiences of working in groups.  Do Exercise – Group Experiences Reflections or Group Checklist.  Divide students into groups of 4.  Have groups summarise their reflections and how their previous experience might affect a working group.

Step 3
Discuss the benefits of learning in groups (Slide 22).

Step 4
Explain group theory (Slides 23 - 25).

Step 5
Have students form small groups of 4-5.  Do one of the activities from Exercise – Working in Groups.  

Step 6
Discuss effective groups (Slides 25 - 28).  Distribute handouts: Guidelines for Effective Groups and Ten Dos and Don’ts.

Step 7
If actual work groups, have students discuss suggested ground rules (Exercise – Agreeing Ground Rules) in their groups.  Ask them to add or change the rules to create a set of agreed rules.  Groups may also discuss decision-making processes and ways of working.  Handout – Group Work Plan.

3.4 Presenting Work

“It usually takes me more than three weeks to prepare a good impromptu speech.”  Mark Twain


Usually work with others involves some form of presentation that may even be assessed.  Also, many degree programmes require presentation of information or demonstration as part of a seminar or course. For many students this is a daunting prospect. This may be a result of limited experience or a fear of being the centre of attention or a worry that they may not give a perfect performance.  However, giving presentations is a key employment related skill that needs to be learned.  This section provides information on helping students to become more confident speakers.  Effective speaking is a skill that can be taught and practised.

First it is necessary to identify the purpose for the presentation. The purpose may be to inform, to discuss, to demonstrate or to persuade.  Presentations can vary in length and formality.  Furthermore they may take a narrative, analytical or persuasive form.  Try to give your students a clear idea about these aspects of their presentation, including the type of assessment and criteria if applicable.

Once the purpose or aim has been established, a good presentation can be divided into two components: 1) Planning/ preparation and 2) Delivery.

Planning and Preparation of presentation

The better the planning, the better the presentation!  This also helps to reduce anxiety about presenting because preparation provides feelings of control and confidence.  The following are some essential steps in this process.

1.  Identify the audience, message and medium.

There are three key elements of spoken communication (Aziz, 2000): the audience, the message and the medium.  It is essential that all three be taken into consideration when planning a presentation.

Knowing the audience for the presentation is a critical factor to success.  The more known about the audience the more accurately the required information can be delivered.  Two questions should be asked.  First, who is the audience?  Then, what do they want to hear? Is the audience fellow students, lecturers, professionals, others?  Will they be familiar with the material to be presented?  The answers to these questions will affect the language and complexity of information used.  The key is to seek balance between giving clear explanations and avoiding ‘talking down’ to people.

Once the audience has been identified, the message to be conveyed must be decided.  The focus is on the key points, as people will not remember much detail from a presentation.  Finally, students should consider the medium or how it will be presented.  Medium refers to the type of environment in which the presentation will be made. Will it be formal or informal and how many people can be expected. ”The big danger is to believe that a short, informal presentation means an easier presentation” (Aziz, 2000, p. 25).  The approach to all presentations should be the same. 

2.  Gather information.

Once the purpose, the message and the audience have been identified, it is necessary to collect information to prepare the content of the presentation.  It is a good idea for students to consult several types of sources (e.g. newspapers, journals, periodicals, government publications, Internet, reference books, etc.) for a higher quality presentation.  The key is to find a balance between too much information and poor preparation.  The latter may be due to a lack of or inaccurate information. The presentation should be clear, accurate and analytical.  Remember it must be relevant to the audience.  Good knowledge of the subject provides confidence for getting up and delivering the presentation.

3. Prepare the content and structure.  

It is essential for a good presentation to have a logical structure that contains an introduction, the main body and a conclusion. 

The introduction must catch the audience’s attention; especially important are the first 5 minutes.  Some useful techniques for achieving this include:

· An overview of the presentation outlining the issues and objectives

· A statistic or shocking fact

· A quotation

· A question

· A humorous incident

· A headline

This is also the time to let the audience know the purpose, context and format of the presentation.

The middle or main portion of the presentation is where the argument or explanation is provided.  This should consist of key points. A useful way to determine the best structure is to summarise notes gathered and focus on key points.  Write them on cards or as a mind map (diagram) and then decide what order to present them in – should the most important go first or last, or should it be chronological?  The ‘rule of three’ is a useful device.  This involves building up a presentation across three points with the thrust on the last point (Aziz, 2000, p. 36).  Another way to create emphasis for the content of a presentation is through the use of a list.  However, it is important to avoid too much content.  People tend to remember more when they are actively involved in the presentation – use visuals, ask questions, get the audience to think or reflect.

The closing or conclusion summarises the main points.  It is useful to include a concluding statement, perhaps related to the objectives stated in the introduction.  

It is a good idea to use speakers’ notes.  One ways is to put everything down on note cards.  Each card should contain one of the key ideas, followed by reminder words or examples.  Notes help the speaker to remember information and to control nerves; however, they should not be read as a script.  Notes can also be sheets of paper or the overhead slides.


4. Use of presentation aids.  

Visual aids should be appropriate and suits the material or ideas to be presented as they can have a big impact on the audience.  There is a wide range of presentation aids available, from whiteboards, flipcharts, OHP, data projection and graphics (PowerPoint) to video, displays or experiments.  Remember to use only what is necessary to achieve the purpose.

Advise students of some useful tips for preparing visual aids:

· Use the KISS principle – Keep It Simple, Stupid!  

· Avoid too much text on slides or overheads - No more than five lines per slide, no more than five words per line.  

· Eliminate inefficient words such as a, an, the...  

· Use visual symbols, such as ( for increase. Imagery is powerful. 

· Use colour. 

· Use headings and bullet points. 

· If using PowerPoint (or other graphics packages) to generate slides or visual aids, use a minimum 24-point font.  

· Make sure to have a hard copy standby.  

· If using more advanced technology ensure the equipment is available and know how to use it.

5. Rehearse!

It is important to rehearse a presentation as it provides useful information and helps to contain nerves.  Rehearsing will give an indication of the length of the presentation, and provides the opportunity to reduce or increase the content.  A good idea is to record the rehearsal and view it before the actual event.

Remember, the more realistic the situation in which the presentation is rehearsed, the more comfortable the individual will be when actually giving the presentation.

Delivery of presentation

Good preparation ensures delivery will go smoothly.  However, there are several aspects to providing a good presentation. 

1. Arrive early to check the room and to check any equipment.  Make sure you have a watch or can see a clock to keep to the timetable.

2. Use the first few moments to settle in, ask the audience if they can hear you, stating who you are.

3. Be aware of verbal language.  Presenters should:

· Pay attention to voice.  Talk louder than normal and try to vary the pitch of your voice. Project your voice to the back of the room, not down at the table in front of you. Speak slowly enough for the audience to capture the meaning of what you are saying. Attend to the pace, tone emphasis and volume of speech. Avoid a monotonous tone.

· Word choice.  An audience’s ability to understand is affected by the vocabulary we choose to use. Long words are harder to understand than short words. Eliminate words or phrases that may be inappropriate, insulting or stereotyping. Avoid the overuse of similar words. 

4. Be aware of non-verbal language.  Presenters should:

· Keep eye contact.  This helps to engage the audience and encourages their attention. Try to look at all members, however if you are nervous a useful tactic is to pick only one or two and imagine you are only addressing them, rather than a roomful of people.

· Use hands in a variety of gestures.  Do not fidget with notes, play with clothes, etc. Use your hands to describe and reinforce your verbal message. Avoid pointing at the audience.

· Be aware of posture.  Stand straight, with chest up and shoulders relaxed. A little movement is helpful so long as you do so with clear purpose.  This allows your voice to project.  Anchor yourself spreading feet apart (1.5 feet). This ensures you stand still and forces shoulders back and reduces anxiety.

· Face the audience.  Bear in mind that your facial expression should reinforce your message. Smile from time to time. The warmth that you will emit can affect the listeners’ level of interest or motivation. Be aware of how you hold your head as it can make you appear smug or shy. Avoid turning your back to the audience and looking at the screen.

· Clothes.  Do not wear clothes that distract attention from what you are saying. Dress comfortably and appropriately.

5.  Think positive!  It is easy to make mistakes; in fact even seasoned presenters make mistakes.  The key is to stay in control, so if you lose your place stop and take a moment to recollect or find your notes.  Most audiences don’t mind, and you can even say something to the effect, ‘I seem to have lost my place, please bear with me for a few seconds…’.

6.  Handling questions.  If you are asked questions at the end but are not sure of the answer, say so.  You are not expected to know everything.  You can mention that you will attempt to find out for them or ask the audience if they know.

Dealing with nerves

The main reason many people shy away from speaking in public is fear – the fear of going blank or of forgetting what you had planned to say, the fear of sounding stupid or of boring the audience to death.  For some people, it is the deep fear that they are being judged – not just what they are saying.

There is a big difference between being nervous before speaking and feeling terrified.  A certain amount of anxiety and tension before addressing a group is natural and even energising. The key to success is to focus on the positive implications of giving a presentation rather than on the negative ones.

There are several ways students can conquer nerves.

1. Rehearse the presentation!  This may help to reduce feelings of nervousness and increase feelings of control.  

2. Anticipate potential problems.  Ask yourself what is the worst that could happen and try to prepare for each potential disaster.  For example: 

· Handouts in case the OHP stops working

· Having your notes close to hand in case you suddenly forget what you are talking about

· A list of potentially awkward questions from the audience 

· A glass of water in case your mouth goes dry

· Rehearse positive responses to potential problems

3. Advance preparation.  Initial organisation of the material and your knowledge on the subject matter is important.  The more you know about the subject to be presented, the more confident you will feel. 

4. Use relaxation techniques.  These will help you to settle down and get control.  Try taking several deep breaths, tensing and relaxing muscles and visualise a pleasant scene.  See also Stress Management module.

Some of the material in this section has been adapted from the Student Counselling Service Fact Sheet on Presentation Skills, compiled by Vicky Panoutsakopoulou and Catherine Bolger.

SUGGESTED PRESENTATION

Giving Presentations
Time Commitment

50 – 60 minutes (without participants giving presentations)

Materials

Flip chart or board

Markers or chalk

OHP

Objectives (Slide 29)

Steps for giving a presentation (Slides 30 - 35)

Overcoming nerves (Slides 36 - 37)

Exercise – Relaxation

Exercise – Oral Presentations Checklist

Handout –Presentations Guidelines

Activities and Procedures

Step 1
Review session objectives (Slide 29).

Step 2
Ask students to think about presentations they have attended before.  What did they think about the presentation? Did they gain anything from it?  Was it worthwhile?  Discuss what students think constitutes a good presentation.

Step 3
Go over steps in giving a presentation – purpose, preparation and delivery (Slides 30 - 35).

Step 4
Brainstorm – So what’s there to be afraid of?  This can be done as a group or in twos or threes.  Ask students to list three worries or concerns they may experience when preparing or giving presentations.  Ask students to develop responses to these.  Go over some principles of how to deal positively with unanticipated challenges.  Optional – role play responses to these situations.

Step 5
Go over possible reasons for being nervous and ways to overcome (Slide 36 - 37).  Ask students for other ways they can think of to overcome nerves. Distribute handout.

Step 6 
Optional.  Practice relaxation technique.

Step 7
Optional.  Have each student prepare and present a 2-minute presentation to other students (this may be video recorded) on a topic of their choice.  Each presentation can be discussed by the group and constructive feedback offered (using Oral Presentation Checklist and referring to the section on Giving and Receiving Feedback.

4. SUMMARY

“Interpersonal skills are the sum total of your ability to interact effectively with other people” (Johnson, 2000, p. 7).

This module has emphasised the importance of interpersonal skills to all areas of one’s life.  It has focused on the aspects of effective verbal and non-verbal communication, a core capability.  It covered information on active listening, use of body language, ways to effectively express oneself and guidelines for giving and receiving constructive feedback.  It also dealt with working with others and team development.  

The module outlined ways for learning these skills including providing students with the opportunity to see the need and value for these skills, to understand their components and when to use them, to practice via exercises and examples.  The key to is to keep practicing until the skills become automatic, and this will vary from person to person.  Many students may already possess a good repertoire of interpersonal skills, whereas others may need to work harder.  In summary good communication involves congruence between what is said and done, a willingness to listen as well as a level of openness and respect.
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APPENDIX 1

Guidelines for Promoting Cooperative Learning.  From Johnson & Johnson (2000), Joining together: Group theory and group skills.
Planning Instructional Materials (p. 499)

To let students know that the assignment is to be a group and not an individual effort, you create:

1. Materials interdependence by giving each group only one copy of the materials.

2. Information interdependence by arranging materials like a jigsaw puzzle so that each student has part of the materials needed to complete the assignment.

3. Interdependence from outside enemies by structuring materials into an inter-group tournament format and having groups compete to see who has learned the most.

Structuring the Task and Cooperative Structure (pp. 500-502)

1. Explain the academic task to the students – what to do and how to complete the assignment.

2. Explain the criteria for success – establish fixed standards that students’ work can be criterion-referenced against.

3. Structure for positive interdependence – so that individuals can only attain goals if the group attains goals.

4. Structure for individual accountability – to ensure everyone does their fair share of the work. How?

a. Small group size

b. Individual tests

c. Random individual oral exams

d. Observing and recording the frequency with which each member contributes

e. Having students teach what they know to someone else

f. Having students use what they have learned on different problems.

5. Structure for inter-group cooperation – class goals as well as group and individual goals.

6. Specifying desired behaviours – teach students the small group and interpersonal skills they need to work effectively with each other:

a. Be specific

b. Start small

c. Emphasise over learning – practice skills repeatedly.

Using Informal Cooperative Learning (p. 507 -508)

1. Introductory Focused discussion: Assign students to pairs (can be person nearest). Give a cooperative assignment of completing initial task, maybe getting them to focus on what they already know about the topic. Four to five minutes max.

2. Intermittent Focused Discussions:

a. Lecture segment 1: Deliver first segment of the lecture. 10 -15 minutes.

b. Pair Discussion 1: Give the students a discussion task focused on the material you have just presented that may be completed within 3-4 minutes.  The purpose is to get students actively thinking about material presented. Try posing a question, asking for their reaction to a theory or concept, or relating it to past learning. Pairs think about then the task then share their answers, creating a new synthesised answer between them. Randomly choose two or three students to give 30 second summaries of their discussions.  This ensures individual accountability.

c. Lecture Segment 2: Deliver the second segment of the lecture.

d. Pair Discussion 2: Repeat as above. Repeat these lecture and pair segments as necessary to complete lecture.

3. Closure Focused Discussion: 

Give students an ending discussion task lasting four to five minutes to summarise what students have learned from the lecture.  The purpose is for students to integrate what they have just learned into existing conceptual frameworks.

AIM





 To highlight students’ awareness of the different forms of interpersonal skills and to recognise the need for them.





To illustrate what the key aspects of effective communication are.





To become aware of the relevance and benefits of training in interpersonal skills.





AIM


To illustrate the key aspects of effective communication





To learn what active listening involves





To identify and practice active listening skills





Suggestions for Integration





Discuss with students whether they see any need for interpersonal skills in their lives and profession.  





Ask them to define interpersonal skills.





Provide tasks that require interpersonal skills.





Identify key interpersonal skills required of professions related to subject discipline








AIM





To understand the importance of non-verbal communication





To identify and practice non-verbal communication skills





AIM


To explore the benefits of learning in groups


To learn about how groups work


To consider effective group characteristics


To experience some basic skills of group work


To learn how to communicate results of group work





Things that can get in the way of active listening (Brown, 1998)





Distractions – noise/other things going on around us


Thinking about how we are going to respond rather than concentrating on 


what is being said


Becoming impatient, especially when time is tight


Guessing and assuming what people are going to say next


Forming judgements/opinions about what people are saying


Thinking about our own problems


Getting ready to give our opinion and advice


What’s for lunch/dinner, what shopping have I got to get, etc.?








Here are some typical examples of non-verbal 


behaviour:  





Confident and assured manner, e.g. for a job interview - 


upright posture, good eye contact, firm clear voice and relaxed gestures.  


Tense and nervous manner - stooped posture, no eye contact, soft angry or loud voice, gestures such as pointing fingers, crossed arms.


Impatience - by tapping fingers or feet, wringing hands, sighing.


To show that you are listening - looking at the person, smile or nod, open posture (palms 


open), relaxed manner.








In summary, good communication involves:





Congruence between what is said and 


what is done


A willingness to listen


A level of openness


Respect for the other person�






AIM


To identify and practice  skills of self-expression





To draw attention to possible barriers to expressing oneself





AIM


To understand what constitutes constructive feedback





To practice giving and receiving feedback 





Successful teams have:





An effective leader


A common objective


Well motivated members


Well-run meetings with a clear decision-making system





Guidelines for Creating Effective Groups (Johnson & Johnson, 2000, p. 13)





Establish clear, operational, relevant group goals that create positive interdependence and commitment


Establish effective two-way communication


Ensure that leadership and participation are distributed among all members


Ensure use of power is distributed among members


Match method of decision making with availability of time & resources, size & seriousness of decision and amount of commitment needed


Encourage structured controversies to allow views & disagreements…to create quality and creative decisions.


Ensure members face their conflicts of interest…and resolve them constructively.





Possible applications for constructive feedback in the workplace:





Performance management, appraisals


Coaching


Following interviews or assessments


Day-to-day management


During training on and off the job


In meetings


In day-to-day interactions








Suggestions for Integration:





History/Political Science





Role-play a conversation with an historical figure


Make a case for perspectives on a war


Brainstorm & prioritise in small groups ways to overcome racism or other topical issues





Mathematics





Solve complex problems in a group


Conduct interview research project and calculate results


Presentations on new processes/operations


Describe to a partner how you solve a problem





Language Arts





Experiment with joint writing projects


Group analysis/presentation of a story or play


Do language exercises/homework with a partner





Sciences





Have discussions on topical, controversial issues such as ‘Youth & Alcoholism’ or ‘Legalising Marijuana’ and/or write team position papers


Group research projects


Use of lab teams





Geography





Reporting to a group by poster – especially useful in field courses where small group research (Jenkins & Pepper, 1993)





Courts of enquiry (see Jenkins & Pepper, 1993)





Engineering (Shoemaker, 2002)





Before assigning students to project groups, students do a short assignment on team development which involves a practical portion (e.g. treasure hunt or other team event), discussion about what makes a team, and a group essay on the topic.











AIM


To learn about principles and techniques of effective speaking





To practice techniques of good presentations 





Suggestions for Integration





An exercise from (Palmer, 1997, p. 3):





When referring to the need for active listening, “take one minute out of a lecture in order to listen to, and write down, all the sounds you can detect in that minute of supposed silence.  You may be surprised to discover a much higher number of sounds than you would ever imagine taking place within that minute.  By repeating the exercise several times, whilst each time . . . trying to discern more sounds, your auditory faculties will improve.  This exercise demonstrates that 


i) selective listening is our usual mode of listening and       ii) listening skills can effectively be improved with     training.” 





Can you think of any other ways to encourage active listening in your lectures?





Medicine/Psychology/Social Sciences





Role play giving diagnosis to patient/client, listening to patients’ feelings and reactions





Tell them what you are going to tell them.





Tell them!





Tell them what you told them.








Some suggested guidelines for groups include:





Turn up for meetings or sessions.


Arrive and finish on time.


Have an agenda.


All group members will have done any agreed preparation or what they agreed to do.  Try to keep to deadlines.  Take responsibility for tasks.


Group members should encourage everyone to contribute and value all opinions.  Focus on issues not personal criticism.


No one should dominate the discussions.  No interrupting.


Anyone can remind the group of these negotiated rules.


Agreeing what to do if someone steps outside the guidelines.


Issues of confidentiality.
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