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¥, WHEY DO WE PREPAEE 10 LISTEN:

iy Listent

Can you anawer ''yes" o &y of “hese questions?

{ walk out of the (entict's of¥ine wondering why I have %o have a

spoun instead of anoiher filling.

o

i forget my dogior’'s Lpatructicas befors T get home.

the

1 sra still confused.

Evren after shool supevintendent explains the need for a mill levy,

After my banker explaias the iutecest rate ecarefully, I still sn not

sure why my paywmenite are 3¢ i
fven after the pharpisizt ewpluiovs the poseible side effects of my

preseription,i have i3 wirite it down.

Sometines I'm Surprissed by wy repeir bill ever though the meghanis. .
nas explained it cerefulliy.
T usually have a tax axpert 4o my income taxes becauss I get confused
when he explains deductisas ia ae.

I take a lot of notes besaqse I get reallr mixed up if T don't.
1 kaow what I went when I g¢ into a store, but often the aalesperscn
sonvinces me that 1 really wenied something more expensive.
I thought I understood the messnge but the meesting must have heen =%
sevan, not eieven.
7 never did get good grades in that class. but the prof is really
hard to understand.

-

¢ cen lieten if T want to hut I'd 7o crazy if 1 listensd to evepry thing
my wife (mmsbend, kids, boss! says.
Sometimes wy co-workers get dumenright rude if I don't jusi stop

averything and hang on their evesy word.

If you answered 'yes' to any of these questions, can yuu calculate the ¢ost in

dollars, health, safety, geed will, geod grades, interpersonal relationships”
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WHY DO WE PREPARE T0 LISTENT
Exercise 2: TAFE: TALK IS CREAP. LISTEHING IS PRICELESS

Penciliin taken "as directed" messs

a.
b@
c‘
d.

With meslis

On an empty stomach
Four times & day

Two hours hefore ealing.

Smoking cowmbined with high nlood pressure onn precipitate:

8-
b,
c.
d.

Before my mother car

stroke

heawrt diesase
kidney disease
all c¢f the above

gvaluated hy:

a’
b.
c.
d.

A social worker

A eounty healtih nurse

A doctor and a public kealth murse

4 sogial worker and & county healih rarse

The car motor was noisy housuse:

a.
b.
c.
d.

The tax consultant reccmuendsd thet if you are audized by the IRS you should:

a.
b
Ce

the rod was defective

the number 3 piston wes dalective
the pin gland was cracked

the number 8 piston maifunciiossd

Go to an IRS office
Request that an agent come uo Four home oy office
Throw yourself on their mercy

d. HMade no reccmmendaiion

The Lemaze natural childbirih seesions:

-
b.
Lo
d.

If

8,
b

c'
d.

Will increase your chances for = good delivery

Will assure that you're rhysically strong enough for delivery
Last for ten sessions

Cost §15 for five messions

you rinse vigorously after z tooth sxtraction you may:

Develop a blood c¢lot
Bleed excsssively
Develop a dry socket
A1l of the above

The legislator assured us that:

8.
be
Cn
d.

Legislatore respond To floods of lettars

legislators do respond to one ox two lettere
legislators respond to the lobuyist with the most clout
Legislators respond mosi auickly to the voiers at home.

taken under whsi specific conditions?

be yihaced in n nuraing home. her situatisn must be
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Always » Usually

WHAT DO %00 DO 70 PREPARE o) LISTEN.
LISTENING INVERTURY

When listening I guickly determine the speaker's
pUrpose .
I am fully awerse of my OwWn reuSGNS fur limtening.

I listen to the parson impartially even if I do
not like hin.

AB & listener, I sm calm aud relaxed.

T gomscisusly plece nyself in what 7 gorsider the
meost productive listening youniion in the roo.

1 ask the spesker tc talk louds: if I cennot Lear.
T Jook forward %o listsning situellicos.

1 remove distractions by cpening wintows, pulliing
down shades, closing doors, Moving mway Trom
distracting people.

1 respond to literel meaniugs nf words. 0% o My
FEELIMG ebout the word.

I respond only tc the speakar’s messsge; IRVer gie
his or her appearante.

I lieten equally well tc 2 f=~iend, an scquaintance
or a stranger.

I put what I have been doing out of sight and ocut
ef mind.

I prepare for communication encouniers by being
rested and at easeé.

I ignore distractions that I cannc! remove.
I like %o listen to others talk.

I am enthusiastic about whet { can learn by
listening.

T work %ty improve my listerning vosabulary. there-
fore my listening coaprehension.

Wnenever possible I read or find out as mach as I can

abont a subject before I lisien.
I ask gusetions when I do not understand.

1 stop talking when another degins to sneske

Aoy v

Prapared.

usually/ seldom/

Always/sccasion~ almost

ally nevey
5 4 3 2 1
S 3 2 1

s 4.3 2 I .
3 “ 3 L i
: L 3 2 1 .
5 Y. 3 2 1

5 ) 1

5. k.3 2 1
5 & 2 g 1 -
L. 2 1 -
5 &k 3 2 1

g 4 3 2 1 -
s b 3 2 s
5 L 3 2 i B
5 4 3 2__ 1

5 & 3 2 5
5 .k 3 2 1 _
5 b 3 P 1
5.2 2 2 1

5 4 3 2 q

. Divide by 20 to determine whether you are:

. Ocsasionally __ __ - Seldom . or Almost Never




I1T. HOW DO WE PREPARE TO LISTEN

fnewer 'yes" or ''no”

LISTENI#NG PREPARATION CHECKLIST

to the queations below:

PHYSICAL PREPARATION:

1.

2.

I really try to get enoupgl rest sc that I can listen.
T try to be comforiably dressed so that I'm not too warm, chilly or pinched.

{ know myself well enough <0 aveid hunger by skipping meals or drowsiness
by eating too heavily befors Jistening.
T know whai disiracts me and I take care to remove what I can.

T seat myself wiers I can hear and where I can establish eye contact with

the speaker.

MENTAL PREPARATION:

1.

P

b,

3a

T find out, by reading or siscussion, a8 much as possible about the
subject ahead of time. 7 yead the Leason or script if I can.

T keep an on-going ligtening wocabularye.

T am awara of the da gers of stevectyping a spesker by eize, oppearanse,
ciothing, speech pattern.

T sonsciously attempt to liaten to difficult material.

T make & definite decision to improve my listening.

EMOTIONAL PREPARATION:

1a

e A

2e

e —

T wnow which subject tyigpers an emotional response.

¥ know which words red flag my temper.

I can put my own innter worries asile.

¥ gan listen to = regional sccent objectively even if it is one whigh £
personally like or disline.

v can overlock poor gramsar and refrain from making a judgment about

the speaker as a resuli.

GENGRAL PREPARATION:

I stop talking.

1 put mway what I have been doing.
I refrain frem interrupting.

1 sm willing to work at listening. -
do not understand.

-4

em willing to aek questicne whern X




IJI. HOW DO WE PREPARE 7¢ LISTEN.

Exercise 2

Exer-ise 3

Exercise 4:

Exercise 5:

Carry a small notebook that can fit into your pocket or puree.
se it to record the words you add to your vocsbulary throvgh
1istening. At the end ot each week, check the precise meaning
(and spelling) of earn word and vecord it permenently in your

1listening voganlery- Concinue this exercise throughout the year.

Choose a diffisult listening situation that ccouxrs regularly for
you. Follow these steps:

a. Prepare mentally. Lesnyn as much ag possible about the subjuct.
v, Identify the spesier's motive.

c. Identify your owr motive as & listener.

&. Analyze results of 1isrening after vrepsring and identifying
your own and the gpeaker's puTPOsSe.

Arvange with s friend to attend a clas=-or compunity-sponsored
lecture on & difficult topic aboub which you have no backgrou:ad
knowledge bu'. which relaies ta an area of youw friend's experiise.
Arrange yowr time te do ajequate pra-pianned and on-the-spot self-
preparation for thie 1imterdng event. During the lecture, CONSEN-
spate to listen aad fo lears regerdless of the complaxity of

the message. Alter the lecture, discuss what you have learned
with your friend. W¥as th® affort and hard work and preparaticn
worth the king and amouunt of knowledge gainedlWould you recom-
mend this kiad of listening experience to a friend? Explain.
Wiithin the nex: several de=ys, select one day during which you
will communicate by listerning and responding without judging,
refuring or dismissing ANY speaker's messsge. At the end of the
day reflect on this sxperience. What were your feelinge at the
end of "Nonjudgrent Day" in comparison to an ordinary day? Rid
any of your friends snd acquaintances seem to relate and respond
to you differently? What did you learn about yourself and others:




1V. and V. WHEN AND WHERE DO WE PREPARE TO LIZIEN?

Exercises 1: THE SPEAKER: 4 FluM ABOUY THAE FIRST AMENDMENT

Tis fiim addresses one of the most sensitive aspects of freedom of expression:
rolerution of ideas we find offensive or vepugnant. The purpose of the film is to
encourage viewers to think and talk openly about their experiences and personal
repervatione about the First Amerdmert concept of freedom of expression. Listening
instrastors will find it stimulating for discussion of WHO must prepare to listen,
WHEN and WHERE we are called upon ¢ listen. The film identifies soveral specific
instances where people did net listen, anc were AFRATID to listemn.

The film is producsd by the American Library Assccviation. It is artfully snd
professionaly done with Mildved Durmock iu the leading role. Rune 4% minutes.

Tt is sveilable free from any State Librery association or from any University

which grants sn ALA approved degree.

SHGGESTED QUESTIONS FOR DISCUSSION:

=3
®

Whet does this film say about the impurtance of listening’

AL

3

vhat does his film sey about the need o be prepared to listen?
3, Wnat difference, if any, did you discern petween the listening in foymal
and informsl situatioms?
k. What evidence did the film show that ve szre more afraid to LISTEN to a
controversial message than to read the sase ue2ssage
%, What filtering agents and misconceptious sbout listening were evident in this
F£ilm?

6. Wnat does this film ssy about the need to LEARN TO LISTENY

. Divide the group inte small groups of 4.6 members. Ask them %o giscuss the

guestions among themselves and then, s a compiete group, discuss the questions.




. and V.

also to prepare WHERE we listen.

WHEN AND WHERE DO WE PREVARE 40 LISVEEY

PERSONAL LISTENING EVALUATICON

It is possible to prepare for the time WHEN we listen &nd
Respond %0 the following questions

sbout your own preparation for WHEK anc WHERE you listen by answering ''yes"

or "no."

WEEN DO YOU LISTEN:

Do you ever maka fonseious decisions to NOT listen:
Have you. at times, regratied that decision?

Do you ever delegate n tim: during your busy day for lietening to others:
%o vou find this delegation of liss to be successful’

Have you attempted to form the ha%it of being FEADY to iisten?

WERFE DO ¥0OY LISTEN:

T

Ca

e TR

Do you consc¢iously choose the place for listening when you have the
cpportunity?

When you choose the listening environment, does it improve listening

for you?

Do you ever suggest moving to a move sonvenient place”

it you cannot choose the place for listening, do you consciously attempt
to improve the flsce where you sxel

Do you know your most productive listening environment®

By considering the number of 'yes" versus no" answers, you should be able

to determine the dezree of preparation you give to deciding when and where to

ligten.

&
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WHC., WHAT, VHEN, WHEKE AND WHY DO VE PREPARE FUR LISTENINGY A SUMMARY.

MY PEWSDNAL LISTENIRG GOALS

Just as a good speaker aime ai a concrete geal rather than at an abstrast
one, a prospective listener will identify concrete goals in order to

prepare for listening.

T. MY PERSONAL GOALS IN PEYSICAL: PREPARATION FOR LISTENING:

I7. MY PLESONAL GOALS IN MENTAL PREPARATION FOR LISTENING:

TTI. MY PERSONAL GOALS IN EMOTIOMAL PREPARATION FOR LISTENING:

AR et - —

Copyright 1981 Floreuce I. Wolff, Kadine J. Harsenik




IELIOCT APHY

hygyl Fublishing Corporation. Priniiples of Selective Listening, New York:
Argyl Pueblishing Corp-, 1368,

Some intaresting exersises which ¢zn be ased for prepsration for listening.

Emphasizes motive for listening.

Siccker, Clandell S. Listening for he Yigually imvaired. Springfield, Illinois:
Charies C. Thomas, 197%.

This feaching mapual is divided into exernises that demonstrate and drill
Raadiness, Develcpment of Skills #nd Davelopnent of Recall and Retention. Exercises
in Section I are periicularly usefvl in wreparation for listening. An EACELLENT

epllection of exercises.

weaver, Gorl Ho Human Listening: jorocesses and Behavicr. Indianapolis: Bobbs-
Merrill Educetional Publishing, 972.

Excelleat short exersises interspersed throughout various chapters. Seversl

are useful for preparing to lister.
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Florence I. Wolff

Definition of Terms:

A Proapective Listener is one who anticipates fulfilling the role of the responsible
listener.

Self~Preparation to Listen is the overall analysis and modification of the listener's physical,
emotional, and intellectual state for the accomplisiment of a listening task.

Pre-Planued Preparation to Listen is the prespective listener’s effort to create a state of
readiness to listen competently during a scheduled listening eplsode occuring in the future,

On~the~Spot or Spontaneous Preparation to Listen is the prospective listener’s impromptu effort
to create a state of readiness to listen competently during an unscheduled listening episode

occuring momentarily.

Pre~Planned Self=-Pre

Preparing Maintainance of Bodily Health
Fhysically 1. Adequate Rest 1. Accelerated Heart uom..a
to Listen 2., HNutritionally Balanced Dlet 2. SMghtly E&rmﬂ Temperature
3. An Bffective Program of Exercise 3. Increased Secretion of Adrenalin
4, A Body Free of Chronic Disease 4. Faster Circulation of the Blood
5. Higher level of Expended Energy
General Behavior of the Responsible Listener Gensral pehavior of the Responsible lListener
1. Plan to wear mroper and comfortable 1. Select a seat permitting clear audio

attire and visual receptlon




Emotlonally
to listen

Preparing

Mentally
to Listen

Pra-Planned Self-Preparation to Listen

2.

3.

Flan shead for an early arrvival for
the listening event.

Do research "homework™ for formal and
informal listening occasions

Maintainance of Mental Health

1.

Resolve personal problemss being able
to listen to others means that our own
houss "must be in order™

Plan time for recreatlonal activity to
relieve dally stress and to keep an
operational "listening mind"

B,

Build vocabulary and add to your stock
of words

Broaden your scope of life experiences
Stuly those disciplines to learn more

about human nature (sociology, anthro-~
pology, peychology, communication, ete.)

During each listening experience, attempt
to re~train yourself by replacing faulty

listening habits with productive listening -

habits _

Tdentify speaker motivea (inform, persuade,
actuate, entertain): listener motives

(comprehend, evaluate, appreciate, therapy)

On~-the-Spot or Spontaneous Self-Preparation to Listen

2.

u.

Iy,

3.

tain Foper Attitudes and

Cooperate in controlling surrounding
distractions

Be determined to avoid faulty listening
g&”.ﬂw. 8.L¢p g”ﬂa gﬁuﬂogn to HPQ'
ten at the onset of the mesmage; cri-
tioizing ths apeaker's appearance and
delivery, etoc.

Be prepared to 1isten to "the unexpeoted.

sli

Maintain an objective state of readi-
ness to listen

. Guasrd against stersotyping and prejudi-

cial attitudes toward the speaker, topie,
and occasion ,

Expect to handle emotional laden words in
stride

Jncreasing the Capecity to Listen

1.

Regardless of how short the notice, get
mentally set to listen efficliently and
responslibly

Be determined to accept the speaker
and the message in an objective manner
with understanding based on logical
reasoning

Quickly assess the listening situation
and concentrate immediately on decoding
the speaker's initial verbal and nonverba
messages

4, Identify speaker/listener motivea
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WHY Pre to listen? WHAT to Prepare to Listen?

1. The Boy Scout Motto, "Alwaya be Prepared,” ls 1. The lListener via Self-Pre tion

still in vogue.

Listeners are the "shapers of meaning")
2. The successful completion of any task requires

some form of preparation--why not listening? 2. The Listening Environment
3. Self-jreparation develops & state of readiness Whenever possible, prespective listeners
and a feeling of confidence in the llstener. during either pre-~planned self-preparation
or spontaneous self-preparation to listen,
4, Speakexrs prepare to speaks listeners must should improve the overall physical setting

yropare to listen! of the listening act.

5. Communication is a fundamental need of humansj
linteners make communication happen.

6. "“Talk is cheap" but listening is mricelsss!

7. Self-preparation can ease the many traumatic,
unpredictable listening experiences.

8. Responsible listeners enrich hnman life.

0¥ to FPrepare to Listen?

Create a feeling of anticipation and expasctation about the listening event

mmpooe.s.cEsnonma::ﬁawmhwﬁo:gumuouwoﬂsonmaaoa&.m«o.«iwpm&oﬁguw«:mﬂoniﬁuuouﬁoanwﬁnonou
of communication _

1. Listening Alones easiest self~preparation
a. Plan a specific time to listen

b. Change to comfortable attlre




h.

1,

c. Recline in a favorits chair or at a desk for note-taking
d. Select the type of message (classical music, entertainment monologue; a political speech, etc.)
Dydic Encounter: ksep up with the "listening tide"

a. Presence of and interaction with another person
b. Personalized transmission of verbal/nonverbal messages
c. Less stringent control over the environment loaded with a myriad of distractions

roup Communication: prepare to lInteract in developmental atages

d. Performing

Fublic Communicatlon: seek information
a. Speaker's background

b. Purpose of message

c. Topic

d. Listening Enviromment

The time and place for self-preparation varles with the proespective listeners and the anticipated listening
event.

Pre~Planned maww..wumbmﬂmﬂow to Listen should ocour during the most feasible and opportuns time and at the
most convenient place for the prespective listener. :

On=the~Spot or Spontaneous Self~Preparation to Iisten can ccour immediately before the listening experience and
right up to the utterance of the first word of the speaker's memsaga.

- - o = —"1 — ae m om-
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