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ABSTRACT
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INTRODUCTION -

- Your primary role as a wvocational-technical Thus, to heip ensure that students can succeed

teacher is to impart the knowledge, skills, end atti-
tudes of your occupational spedialty area to your
students. In 80 doing, you provide them with the

competencies they need to succeed.in the wordd-of
work.

ing material to your students—sending messages
to them. These can be sent orally, visu-

ally, or in writing. In fact, the core of all social inter———Beyordt INaT, however, much of what you-need to

and receiving of a va-

" riety of messages—verbally and nonverbally.

The success of your students—both now, in your
program, and later, in the world of work—may de-
pend in part on the effectiveness of their oral com-
munication skills. Some students may not possess
the oral communication skills they will need on the
job. Some may not even be aware of the importance
of having such skills.

Yot most students will eventually reed to com-
municate with their supervisors and co-workers.
Some may aiso need to communicate with the gen-

eral public, in person or by phone.

-dents leam to communicate effectively in the kind

i your program and in the workd of work, you may

need to help them improve their oral communication

skilts. This does not hawe 10 be a difficuit-task—For
onething, # a students skills are severely inade-
quate, there are specialists to whom students can

be referred: English teachers, speech teachers,

speech and hearing therapists, tbachers of English
as a Second Language (ESL), and so on.

do to assist students in improving their oral com-
munication skilis can be done as part of your reguiar
occupational instruction. Through your daily instruc-
tional activities, you can do a great deal to help stu-
of situations' they will encounter on the job. :
This module is desighed to giv2 you skill in help~
ing students improve their oral communication

skills. It provides simple and practical techniques - °

you can use (1) to assess your own skills and those
of your students, (2) to motivate students to improve
their skills, and (3) to create an environment con-

ducive to skill improvement.

-
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Learning Exparience - -
Required -
A peer with whom you can conduct a debate for the
purpose of 88968sing Your oral communication siills.

Videotape equipment for taping, reviewing, and eval-
uating your oral communication skilts. It videotape

comminication skifls (Leaming Ewm YO
“Oveh-orat comnuniCRTon skills,

After asseising your
develop a plan for improving those sidiis as needed
(Leaming Experience II).

/3. For a simulated classroom or laboratory situation, de-

velop a plan for assisting students in improving thels
oral communication skills (Leaming Expertence ill).

Prerequisites

The modules in Category M are not designed for the pro-
spective teacher with no prior training and/or axperience.
They assume that you have achieved a minimal level of
content knowledge in your occupational specialty and
skili in the core teacher competencies of instructional
planning, execution, and evaluation. They then build on
or expand thar knowledge and skill level, specificaily in
terms of assisting students in improving their basic skits.

Resources

A list of the outside resources that supplement those con-
tained within the module foflows. Check with your re-
source person (1) to detenmine the availability and the lo-
cation of these resources, (2) 1o locate additional
references in your occupational specialty, and (3) to get
assistance in sefting up activities with peers or observa-
tions of skilled teachers, if necessary. Your resource per-
son may aiso be contacted if you have any difficulty with
directions or in a38e8sing your Progress at any time.

Learning Experience | .
Optional

Reference: Anderson, Joann Romeo; Eisenberp,
Nora; Holland, John; Weiner, Harvey S.; and Rivera-
Kron, Carol. Integrated Skils Reinforcement: Reag-
ing, Whiting, Speaking, and Listening across the Cur-
ricuium. New York, NY: Longman, 1963, _
Reference: Troyka, Lymn Quitman, and Nudeiman,
Jerrold. Taking Action: Whiting, Reading, Speaking,
and Listening through Simulation-Games. Engle-
wood Cliffs, NJ: Prentice-Hall, 1975.

Oral presentations that you can observe and critique.
Peers with whom you can observe and critique oral
praesentations for the purpose of comparing and dis-
cussing evaluation results. . __ _

] or
your resource person fo observe the debate and
evaluata your oral communication siitis,

ammmm«g course outlines, courses of
study, competency ksts, curriculum guides) 1o use in
developing a pian for improving students’ oral com-
munication siills.

Leaming Experience IV

An actual teaching situation in which you can assist
students in improving their oral communication skifs.
A resource person 10 assess your competency in as--
sisting students in improving their oral communica-
tion skills.

e
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General information |
Fammmnmwmdm.
teacher education (PBTE) module,

general for its use, and terminology that is
common to afl the modules, see About Using the National
Center's PBTE Modules on the inside back cover. For
more in-depth information on how o use the modules in
for to three related documents:

The Student Guide to Using Perforrnance-Based Teacher
Education Matenals is designed 10 heip orlsnt pregervice and
inservice teachers and occupetional trainers o PBTE in gen-
oral and to the PETE materials.

The Resowce Person Guide to Using Performance-Based
Teacher Education Matornials can help proepective resource
mwmmmmmmm

and occupational trainers in the development of professional

teaching competencies

aiso includes lists of all the MOdUIY COMPXLENcies, as wol as
a listing of the supplementary resources and the addresees
where they can be obtained.

The Guide to the implementiation of Performance-Based

Teacher Education is designed 10 help those who will admin- -

" isler the PBTE program. i contains answers 10 implementa-
tion questions, possibie solutions t0 problems, and aiemative
courses of action.

. ‘



Learning Experience |

OVERVIEW
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Feedback
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Their Oral Communication Skills, pp. 6-23———— """~

- comparing your completed critiques with the Model Critiques, pp. 29-32.

Aﬂer'cmnpleﬁng the required reading, critique the perfonnance of the teach--
ers described in given case studies in assisting students in improving thelr

You will be reading the information sheet, Assisting Students in Improving |

You may wish to read one or both of the following supplemantary references:

Anderson et al., Integrated Skiils Reinforcement; and/or Troyka and Nudel-
man, laking Action. , '

\bumaywlshtoidenﬁfyoppoﬁuniﬂesmﬁssentomdassessomlpfesema»
ﬁons.\bucoulddwoosatoworkwiﬁpeefs,assessmganormpresenm
and then comparing your results. :

You will be reading the Case Studies, pp. 25-28, and critiquing the perfor-
mance of the teachers described.

You will be evaluating your competency in critiquing the teacher’s perfor-
mance in assisting students in improving their oral com.nunication skills by

PO — e ]
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Activity For information on the basic elements of oral communication and strategies
. you can use in helping students improve their oral communication, skults read
1 the following information sheet.

- ar——

¢ gt —— e ——a—

e ¢ <

+ e A r— e e T

e v e ke B o e e ST 2 -
RPN

ASSISTING STUDENTS IN IMPROVING THEIR

Most individuals need communication skills to
suvcceed in their careers and in-their personal lives.
On the job, effective communication is important to
workers and employers alike. For an employer, the
success of the business often depends on the abmty
of workers {0 communicate mth customers, peers
and or supervisors.

Communication is equally important to workers.
In many occupations (e.g.. receptionist, telephone

operator, or salesperson), effective oral communi-
cation skills are a prerequisite for entry into the oc-
cupaﬂon

(4
: ORAL COMMUNICATION SKILLS
Oral communication is a basig skill, centra, 0 hu- Effective oral communication skills are also usu-
man interaction. it is as basic a skill as reading and’ allyaprerequmneforadvafwnentmmeocwp&
writing. In fact, most people—including students—  tion. For exampie, in order. to be promoted to
spend the majority of their communication time  middie~ or 10p-level management-positions-imaimost
speaking and listen ation, workers need to have highly de-
— TR veloped oral comumcatvonosku[ls

Many instructors acknowiedge that communica-

"~ tion skills are important to personal and career suc-

cess and, as such, should be part of the occupa-
tional curriculum. Thus, in some service areas such

as marketing and distributive education, instructor:
Sradmonauyhavetaugmstudentshowto communi-
. cate effectively as part of their vocational traomng
tikewise, the devalopment of students’ communi-
cation skills is often an integral part of vocational
student organization activities.

In fact, the need 10 help students improve
oral communication skills is not confined to a few
selected service areas. All students in all special-
ties can benefit from receiving assistance in improv-
ing their oral communication skills.

There is considerable evidence that helping stu-
dents improve their oral communication skills can
be accomplished in reiatively simple ways. Current
research suggests that students may have commu-

" “pication problems because they have not developed

a repertoire of appropriate communication re-
sponses. In other words, students may fail to com-
municate effectively simply because they don't
know what to say in a given situation.

Therefore, you can help students develop oral
skills by teaching them the kinds of oral responses
ﬂwywmneedforspeciﬁcsituaﬁonsonmejob.As
an expert practitioner in your area, you should be
Iuwledgeabteabout(ﬂmetypesofsctuabonsm

studoms will need to express them-
9elwsora and (2) the responses that are most
appropriate. ¥

b~



Your Role

As a vocational-technical teacher, you may serve
in many roles and capacities. You counsel, you su-
pervise. and you 2valuate. However, your primary
role is to help your students acquire technnical
knowledge and develop technical skills. Your ‘main

tool for doing so is communication in all its forms—

listening. speaking. reading. ana writing.

Just as you rely heavily on communication to per-
form your task (that of instruction). students prepar-
ing to enter the world of work need communication
skills to perform their jobs-——now. as students. and
later, as workers. As you teach the specific technical
skills needed in your service area. you also need to
be sure that your students will be able to communi-
cate with employers, customers, or co-wcrkers on
the job.

You may be thinking that you barely have enough
time to teach the technical skills of the occupation.
How, you may wonder, are you also going to find
time to teach oral communication skills?

The answer is that you are not expected to pro-
vide students with in-depth instruction in classes de-
voted entirely to oral communication skills. But you
will find many opportunities to integrate oral com-
munication instruction into your technical instruc-
tion. 2

For exampie, wiile students are learning welding

or horticulture skills, they“can also be learning the:

oral communication skills they will need on the job.
i you regard your program content as providing the
context in which oral communication instruction
takes place, then working on oral communication
skills will be an integral and relevant part of your

o BOm activitles, - - : - -

To assist students successfully in improving their
oral communication skills. you will first need to
understand what is involved in oral communi-
cation. ‘

Second. you need to sssess your own oral
communication skills to be sure that you can both
serve as a. model of proper communication and
teach the needed skills. Your assessment should in-
volve measuring your present level of skills against
a set of communication skills known to be neces-
sary for your occupational specialty.

Third. you need to assess students’ oral com-
munication 3kills. You need to tailor your instruc-
ton not only to the communication skills required in
the occupation but also to students’ present levels
of proficiency in those skills. Clearly. you must first
determine what those proficiency levels are before
you can plan how to improve them.

Fourth, you need to create an appropriate en-
vironment in which to facilitate leaming and effect
changes in students’ oral communication patterns.
As part of this environment. you will need to be sen-
sitive. motivating, and accepting of individual differ-

T ences.

Finally. you need to use appropriate instruc-
tional techniques for improving students oral com-
munication skills. The techniques you use will de-
pend on the specific skills your students need. their
present proficiency leveis. and their learning styles
and needs.

Let's look at each of these five ele. rents in greater
detai:

———



There
- cation:

e three ma;or aspects of oral communi-
aking, listening, and nonverbal behavior.
Effective ‘oral munication requires both the
speaker dond the listener 1o be actively involved in
the event. Often in the process of communicating,
people switch roles. sometimes being the speaker
and sometimes being a listener. Thus, one needs to0
be both a good speaker and a good listener for ef-
fective oral communication to occur.

In addition, both the speaker and the listener en-
gage in nonverbal behavior—gestures, facial ex-
prassions, posture, and so on. The speaker's non-
verbal behavior provides clues about the degree of
his or her self-confidence, sincerity, and interest in
the topic. The listener's nonverbal behavior indi-
cates his or her level of interest, understanding, and
attention to what is being said.

Speaking

Speech serves many unctions. People use
speech 1o provide information, 1o give instructions,
to influence others, to get a point across, and so on.
They also use speech to fulfill job obligations, such
as talking to supervisors, customers, or Co-workers.

To determine whether a particular message is
likely to arrive intact, it is important 10 examine both
the substance of the message and the manner in
which the message is delivered. These two aspects
of speech overiap. of course, and affect each other.

For example. if what Jason says is inaccurate or
llogical. it won't matter how eloquent he is in ex-
pressing his thoughts. On the other hand., if Angela’s

message is well thought out and logical but her pro-
nunciation is uninielligible, her listeners still won't
get the message. And if Fran's message is sound
and his enunciation is flawless but he talks over the
audience’s hrads, he will be an ineffective speaker.

Le('stakealookatsomeo'theelementso(

speaking you will need to consider in helping stu-
dents to improve their oral communication skills.

Accuracy. The content of the message—the in-
formation given—must be correct. Are the facls ac-

being used?
ficult if the most appropriate words or phrases are
not used.

Another aspect of being accurate is to provide in-
formation that is free of bias or prejudice. In ex-
pressing a perconal opinion, for exampls, it is im-
portant for the speaker 10 explain beforehand that
what he or she is about 10 say is a personal opinion
and not a statement of fact.

. Another important aspect 1o con-
sider is completeness—whether statements or
questions express compiete thoughts so that there
is no doubt in the listeners’ minds about what is in-
tended. Are the listeners given the whole picture—
enough so that they can really understand?

Are all sentences finished? Some people, for ex-
ample, have ¢ habit of starting a new sentence be-
fore they've fir..shed the previous one. Or they stop
in the middie of what they are saying io interject a
comment or anecdote and then never finish what
they were saying originally.

An audience camnot read the speaker’s mind. so
the speaker needs to express him herself in com-
plete thoughts. Being complete means organizing
one's thoughts carefully beforehand and arranging
one’s facts and ideas in a logical, coherent se-
quence.

Organization. How people organize and se-
quence their thoughts depends on what they have
to say. if they are telling a story, they might use time
sequence to arrange their facts logically. Thus,
someone might say, “At five-thirty, Tom arrived at the

curate and up-to-date? Is the right terminology
- Communicating a message

. plant. He spent one hour checking the equipment to’

make sure it was in working order before the rest of
the workers arnived at seven.”

Time sequence is also appropriate whéh describ-
ing a procedure, such as baking a cake. A logkal,

may be dif-

/

step-by-step order could be used (e.g.. obtaining a

suitable recipe. locating the required ingredients,
reading and following the directions carefully, and so
on).

10
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in other instances, logic and supporting argu-
ments can be used ta get a point of view across.
First a point of view must be selected. That is, a
decision must be made to agree or disagree with the
argument, Then specific facts or details must be
provided to support the point of view—amranged,
perhaps, in order of importance.

Specificity. Being specific involves avoiding use
of vague or general terms that may be misinter-
preted by the listeners. One way to check the level
of specificity of a statement is 1o test it using the “five
Ws™—who, what, when, where, and why.

For example, consider the statement, “Nobody
ever tums off the machines around here.” Using the
Hiva. Ws.” it is clearthat-the statement is i
vague. Who? Nobody. When? Ever. Where? Around
here. Why? No indication. Only the “what’ is clear:
machines are not tumed off.

A more specific way of

ht would be to say, “Te

did not turn off your machinesg before going out on
break.” By being more $pecific, the speaker helps to

‘. .
.
’ -
. b

A [
3 .

i

H

.-—"/

xpressing the same

Marie, and Pete, you

ensure thai the message is received by the intended

audience and that its content is unmistakable,

Being specific also applies o making sweeping
statements &r generalizations that are not sup-
ported by facts. For example. it is wise to avoid
using such phrases as everybody knows or all cCiti-
zens nowadays. Such phrases introduce general-
izations that are rarely true.

teness. For a message to be received
intact, it must also be appropriate for the intended
audience. For example, the listener must be able to
understand the vocabulary used. If the listener is not
familiar with a particular word, the message can be

. lost unless the word is defined or another word, with

which the fistener is familiar is usedinstead. ~

Similarly, the level of language used should be ap-
propriate for the audience. What is appropriate de-
pends to some extent on the situation and the au-
dience. In addressing a prospective employer. for
example, an individual will probably choose some-
what different words—pcrhaps more formal—then

_when talking to friends.

11



Conciseness. Another important speaking skill is
being concise—that is, brief and to the point.
Speech that is full of unnecessarily long or detailed
explanations is likely to bore the listeners. Bored lis-
teners usually stop listening. Consider, for example,
the following long-winded statement:

We are wondering whether sufficient time has
elapsed so that you are at the present juncture in
a position to indicate to us whether or not favor-
able action has been taken concerning our re-
quest for more machines for the welding shop.

Effective speakers get directly to the point—they
give only the essential information. The essence
of the previous statement. for example. could be ex-
pressed more simply and in fewer words. as follows:

Are you now able to act on our request for mdre
machines for the welding shop? :

3peech can also seem wordy and imprecise i
presented in a roundabout way. To avoid this, it is
important to be direct and express thoughts simply.
For example. instead of saying. “it 1s thought that™ or
“such an event would lead one to believe.” one can

“simply say. ‘I think

One way 1o cut down unnecessary verbiage 1s 10
replace long phrases with shorter phrases that
mean the same thing. For example:

in view of the tact that since. because

- . fos-the purpose of - tor. 1o
along the lines of like
n the event that if
despite the fact that although

Very often. roundabout exprassions are used by
peoplie who are trying to avoid committing them-
selves to a point of view. Good speakers are never
afraid t0 make a commitment. They simply ensure
that they have facts or specific details to support
their opinions. In fact, by speaking directly and
clearly. they generally succeed in getting their mes-
sages across more effectively. .

Correct grammar. Correct grammar—Ilike a tidy
shop-—may be taken for granted and go unnoticed.
But poor grammar—like a ciuttered, unsafe work
area—can stick out like a sore thumb.

When poor grammar is used, the message re-

message the speaker wished to send. A few in-
stances of “he don't” or “we ain't” can jangle listen-
efs' ears enough to make them doubt the speaker’s
. credibilty. For a speaker who is trying to sway an
audience, secure a job. obtain'a promotion, or the
like, this gan be fatal.

Pronunciation. Correct pronunciation is another
important part of effective speaking. A speaker who
runs sounds together or omits sounds or syllables is
generally hard to understand. For example:

Wham Igonnado nexsairdy? Ohdunno~probly
jusidahome asuzhel.

Would a listener know that meant; “What am |
going to,do next Saturday? Oh | don't know—prob-
abyy just sit at home as usual™?-Speech that sounds
like {his is not only hard 10 understand but generally
makes a poor impression on the listeners as well.
Good speakers speak slowly, separate their words.
and pronounce all the syllables as naturally as they
can,

Another common pronungiation problem is that of
giving'vowels and consonants the wrong sound..For
example. a speakefr may have a tendency to say
"git” instead of “get” or "dese” rather than “these”
This kind of pronunciation may be acceptable n

. yery mformal settings. However, tb make a good im-

pression. effective speakers strive for correct pro- .

nungiation.

Practice is crucial to improving pronunciation hab-
its. The aim is not to sound overly precise or artifi-
cial. It 1s equally annoying to listen {0 a speaker who
gives each syllable an exaggerated pronunciation.

Good speakers have pronunciation habits that are
- fieither sloppy nor stilted. They have adopted ac-
' ceptable standard speech. For example, anchor
persons for local or network news Droadcasts are
generally considerec-to be models oi acceptable
pronunciation.

10
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Phrasing. Phrasing is very important in getting
the meaning across to listeners. Effective speakers,
who use correct phrasing, do a few simple things.
They pausg when they have completed a thought.
They raise and !ower their voices at appropriate in-
tervals. And they stress important points by speak-

ing more distinctly and siowly.
A speaker who does not distinguish between
thoughts while speaking may end up with something
like the following: )
Thenlwentintomyclassbutihadforgottenmy
lessonplansandiwentbacktogetthembut!
sawTomrememberTomhetaughtthe -
eighthgradeclasslastyear.

Without appropriate pauses or changes in pitch and
tone, words can lose much of their meaning for the
listener.

Pitch.The pitch of a speakers voice also influ-
ences the impact he or she has on listeners, as well
as the image they have of the speaker. Admittedty,
itis difficult to change the natural voice pitch. How-
ever, it is important to be aware of how voice pitch
may affect others.

For example, a person with a high-pitched voice
may sound excitable. or nervous, or unsure of him/
herself. Such peog's can often improve their speak-
ing effectiveness by spe aking more slowly, as well
as lowering their voices a littie.

Similarly, someone with a very deep voice may
seem to be mumbling, because it is difficult to distin-
guish the sounds being made. These people need
10 try to enunciate as clearly as possible when they
speak, consciously raising and lowering their voices
to avoid producing a monotone.

Finally, some people speak too loudly or 0o softly.
- Listeners must be able to ‘hear what is being said

- without having to strain to do so. At the same time,
there is no need to speak to someone 1 foot away
as if he or she were standing 50 feet away. Volume
of speech must be adjusted to_{it the needs of the
situation and the audience.

Nonverbal Behavior

Another aspect of. oral communication that can
greatly affect a person’s success in communicating
with others is nonverbal behavior. Nonverbal behav-
ior encompasses all the ways, besides words, that

messages are sent. It includes some of the ways we -

have already discussed, such as pitch and ‘pivas-
irg—sometimes called paralanguage. '

" Nonverbal behavior also includes body lan-
guage—facial expressions, posture, and gestures.

11

Nodding one’s head in agreement, yawning. frowi-
ing, and smiling are all nonverbal devices that can
communicate a message. Body language can com-
municate such messages as interest, enthusiasm
or self-contidence.

-

Experts have suggested that if there is a discrep-
ancy betwéen a speaker's verbal and nonverbal be-
havior, the listener is ap* to respond to the nonverbal
behavior. It is, theretore, very important that a
speaker's nonverbal and verbal messages be con-
sistent.

To create a positive impression on listeners, a
speaker's nonverbgl and verbal skills must both be
effective. Consequently, good speakers assess the
nonverbal aspects of oral communication just as
carefully as they examine the words or grammar
they use.

Good speakers maintain eye contact with listen-
ers. They maintain a relaxed and comfortable pos-
ture. They focus attention without making distracting
gestures or motions, such as shuffling or fidgeting
They use gestures to emphasize or illustrate what
they are saying. Sometimes, ior example, they may
point a finger, make a sweeping motion” with thesr
arms, or touch someone to clarify a point.

Effective speakers also avoid defensive or intimi-
dating gestures, such as staring fixedly (or folding
their arms across their chests). Rather, they suggest
a friendly yet courteous attitude toward others by
maintaining eye contact, smiling, nodding. or using
other appropriate gestures. :

<




Listening

‘fou may recall that, for communication to be ef-
fective. toth listener and speaker must be actively
involved in the event. Active listening is important,
because it is through this two-way interaction that
the speaker knows whether the listener has re-
cewved and understood the message that was sent.

Active listening involves four elements: paying
careful attention to the speaker, responding actively
in the listeniny role, being sensitive to the speaker
as a person. and being open+-minded and fair.

Paying attention. In order to truly pay attention,
the listener must concentrate on the speaker and on

« what 1s being said. A good listener does not day~

dream or prepare a response while the speaker is
talking.

A person who listens with only “half-an ear"—
while also watching or listening to something else
going on n the room—gives the impression that he
or she 1s not very interested in what the speaker is
saying. Furthermore. by listening only superficially,
that person is in danger of missing the real message
the speaker is trying to get across.

Responding actively. Learning to be an active
listener involves responding to the speaker both ver-
bally and nonverbally. Active listeners nod or shake
their heads at approgriate points or ask the speaker
to clanfy points they did not understand.

Like good speakers. good listeners maintain eye
contact. They avoid turning their backs to the

a
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maintain a relaxed posture and avoid making dis-
tracting motions or gestures, such as shuffiing their
feet, nervously pulling at their hair, or biting their

nails.

Being sensitive. Some peopie transmit an atti-
tude. of “convince me that | should listen to you."
Good listeners, however, are receptive listeners.
They convey—verbally and nonverbally—that they
are interested both in the message being sent and
in the sender of that message. They gain the confi-
dence, trust, and respect of the speaker by com-
municating that they are actwely and sympatheti-
cally listening.

Being op~n-minded. Bias is a major barrier to

~ effective listening. If a person approaches a speaker

from a biased point of view, he or she may tend to
slant what is said or to react illogically. Taking a
biased or prejudiced point of view can aiso cause
the listener to pay selective attention to what is said.
That is, the listener may hear only what he or she
wants to hear and may miss or misinterpret valuable
informaiion.

Bias can relate not only to the substance of what
is said but also to the speaker as a person. For ex-
ample, a listener may have: a biased attitude ahout
a speaker's style of dress, age, sex. race, or ethnic
background.

Itis true that personal biases are difficult to erase.

< . . However. bias impairs the listener's ability to receive
speaker. They stand as close to the speaker as pos-  2nd evaluate the information beug commuunicated
sible without appewuy,my—m as open as they ca
il ad e



' ~ An additional benefit of assessment
5 more sensitive to the fears
WUMts may have about their communication

-

Assessing.Yéur Own Skills

As a vocational-technical instructor, you need to
set ap example~—to serve as a role model—of ap-
propriate oral communication skills. You constantly
send messages 1o your students. You not only in-
struct them in technical content, but you also send

- them messages about acceptable communication
pattems.

Some experts suggest that a teacher's own oral
communication may be the most important influ-
ence he or she has on students. Consider, for ex-

ample, the following statements:

o Joe, that worksheet you did for me is full of mis-
takes, as usual. Why can't you pay more atten-
tion in class S0 you could get it right for a
change?

e You did a pretty good worksheet for me, Joe,
but it did have a few mistakes. Why don't we
get together for a few minutes and work on
some of the problems you seem to be having?

The tone of the first statement is derogatory and
likely to humiliate the student and put him on the
defensive. The second, on the other hand, is con-
structive, helpful, and encouraging. To be an effec-
tive role model, you need to practice what you
preach. You need to show students the same cour-
tesy and consideration in your oral communication
that you expect them to display on the job. ®

In addition, you need to serve as a role model of
correct and appropriate speech. If your own speech
is sloppy. if it is of lower quality than will be expected
of your students on the job, then you will not be a
very effective role model. Téaching by example is
not just one effective approach to improving stu-
dents’ oral communication skills, it is protably the
most effective one.

How can you determine whether you can set a
good example? One very effective way is to assess
your oral communication skills—your speaking
skills, listening. skills, and nonverbal behavior—as
objectively as you can.

This assassment process might seem somewhat
intimidating to you. However, you should not feel
threatened by the possibility of discovering that you
may have some weaknesses in oral communication.
Weaknesses, once uncover>d, can be corrected.

** Furthermore. remember that you can conduct your -

assessment privately. Even if you ask colleagues to
assist you, the results can be kept confidential.

skills.

There are a number of techniques you can use 10
assess your oral communication skills. One tech-
nique-—which is economical in terms of time. effort,
and money-—is to make an audiotape. You could,
for example, record yourself telling a story or pre-
senting one of your lessons to an imaginary audi-
ence, °

You can then replay the tape as often as neces-
sary to make your assessment. By listening to the
audiotape, you can easily assess such speech ele-
ments as pitch and phrasing. Is your voice pitched
at a pieasant level—neither too high or too low? Do
you pause at appropriate times, or do you pause 100
much and too long, with great “ers” and “uhs” break-
ing up the continuity of your presentation?

Perhaps you have heard your voice on tape be-
fore. If not, most people find that they never realiz
exactly how they sound. .

You can also try to assess other speech-elements:
accuracy, completeness, organization, specificity,
appropriateness, conciseness, correctgrammar, pro-
nunciation, and completeness. But seif-assess-
ment has its limitations. If your speaking skills are
weak, you may not recognize it.

You may sound perfectly okay to you—which is
why you speak that way in the first place. If you
knew that your grammar and pronunciation were in-
carrect, you'd have corrected them long ago. You
may listen and hear a well-organized and concise
presentation, geared at the right level—and you
may be wrong.

13



Thus, it is usually best to seek a second opinion-—
or more. You can anlist the heip of a speech instruc-
tor or a colleague or friend who is an effective
speake.. This person can listen to your performance
and give you an assessment on the spot.

To assess your nonverbal behavior ¢ active lis-
tening skills, audiotape clearly is not the best de-
vice. You can assess your own nonverbal behavior

to a certain extent by making a presentation in front
of a mirror.

A more effective, but less private, techmqueism
ask an observer to assess youw performance in
making a presentation to a group of students. Or
you can make a presentation to peers and ask them
to evaluate your oral communication skilis. Or you
can videotape one or more of your lesson presen-
tations for assessment at a later time.

if you videotape a presentation, you can then play
back the tape so that you can seif-assess or get
feedback from others conceming the adequacy of
your oral communication skills (e.g., Did you know
that you twisted your ring when you spoke? Did vou

“know that you never look directly at students when

thay taik?).

All three aspects of oral commumcatnon—-speak
ing, listening, and nonverbal behavior—can be sval-
uated usingavideolapem which you interact with
students.

Assessmeont, of course, is only the first step. Once
you are sure that you have an objective assess-
ment of your oral comm .ucation skills, the next
step is to take whatever measures are necessary to
remedy any identified weaknesses.

i, for exampie, you find that your pronunciation is

| less than perfect, you could tape a segment of tne

evening news on one tape, transcribe it, and then
tape your reading of the same material on a sepa-

rate tape. By comparing the two readings, you
should be able to hear the differences. You can then

‘practice until your pronunciation is more nearly like

that of the “standard.”

14

If grammar is the problem, a basic grammar book
is a good place to-start. Any English teacher would
probably be happy to suggest a text you could use.

Other identified weaknesses, such as poor orga-
nization, may indicate that you need 10 plan your
aalmmm"mmwy—ormme
you speak. if, on the other hand, phrasing and pitch
are the problem, practice is indicated. Again, using
an ordinary tape recorder, you can do a great deal
mseqwemeWofpmcﬁcematcmhelpyoum

oemedaboutmmmseismoralmmm
tion skifls of your students. And what is important
in that regard is the following: you cannot expect to
imprcve students’ skills if your own are in need of

~ improvement.

Asnmvﬁonedpmvb@yyouwﬂinotbeexpected
to provide intensive remediation for students whose
oral commiunication skills are weak. Instead, you will
be incorporating skill improvement within the voca-
tional-technical curriculum. .

Perhaps the most effective tool you have, there-
fore, is your example. if your oral communication
skmsaregood the liketihood is that students will
(1) follow your example, W(Z)moogﬂzemat in-
deed, sudlsklllsaramna:u
you represent.

As you conduct your assessment procedures,

you will probably find it helpful to use an oral com- -
munication

-checkiist to focus your attention—and
that of any other assessors—on the critical areas to
be assessed. A checklist also provides a place for
the diagnosas to be recorded. This helps to make
the process asg objective as possible. You can use a
checklist like that presented in sample 1, or you can
develop one of your own.

¥
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SAMPLE 1

ORAL COMMUNICATION CHECKLIST

Directions: Place a check (/) in the YES or NO box next to each ftem to

indicate whether or not the person being evaluated meets that criterion for  Neme
good oral communicaﬁon if an item is not applicable, place & chack in the

N/A box. Date

ln speaking, ma person balng evaluated:

10.
11.
12.
13.

14

15.
16.

1. presents Information that is accurate, up-to-date, and free of bias ..............

2. uses complete sentem:es S S RSTURSUPPIURIUPPPPR SO
3. finishesonemougmuefnra starting another ..............
4. avoidsstrayingfmmmeminpolmerd! esslng S PO '
5.
6
7
8

pmsemiactsandideascohefenﬂyandinalogicalsaquem‘ ..................

. avoids use of vague language or sweeping statoments .......... PEPPTUSTR
. uses appro'priaté conec:vocamdmyandexplaimnewteﬂm ................
. @Xpresses Edeas clearly, simply, andd%recﬂy usingshoumanageable sentsnce

CONSITUCHONS  ....evtiiiineionectiimakedeierasonnosenantstnnnassonsatosancenserenns
enunciates clearly and avolds mnn:ng words to—gether or Mumbﬂng ............
pronounces words correctly and avulds exmeratad pmmndaﬁon ............

mesmswhmvmwmndseswiaﬂsapmﬁaﬁenyenmsm )

important points .
mmmmepitchofhlsorhervobesonwnewwomgﬂmmm

-----------------------------------

oonmsmvommmsorhm Mmaisneiﬁmmbudmrmsoﬂ .....

O000000%

O000000%

uses nonverba! beha\dar anpmpﬁamly. mcmdrng .

Mespokenmess&ga ...........................................................
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Assessing Students’ Skills
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Tovour classes. you are likely to encounter stu-
Jents with varying degrees ot oral commurnication
competence Before you can begin to help them im-
prove therr oral communication skills. you need to
determine thew present levels of proficiency Then
vou will be better able to determine the type and
amount of assistance your students need

As a vocational-technical instructor. you should
know  trom reviewing occupational analyses and
from vour own experience  exactly what oral com-
muaicatton skils students will need to enter and
sacceedan the occupation for which they are tram-
3 You should also be aware of each students ca-
e asprrations

fosan relation to these two sets of information: -
Doupatonal requirements and career goals - that
Conned 10 assess students oral commutication

AL

Cehon 1o what he or she needs”?

Yo assessment should focus on the same three
Areas vou addressed in assessing your own oral
Commuication skils speaking. histening, and non-
verha behavior This need not be a difficult task f
e assessmenttechmiques you use (1) are practical
nreems of ime and cost and (2) atiow you to closely
gt e Cote o aspects of ora communication

Thatis what oral skills does the student nave.

For example. to assess speaking skills you can
ask students to give short talks. These could be
talks related to the course content. which are pre-
sented to the whole class Or students could make
their presentations to you on a one-to-one basis,
while other students are completing an assignment.
They could discuss a famiiar topic for five min-
utes perhaps their reasons for enroling in your
program A short talk on a familiar subject is easy to
prepare. and students usually feel more at ease
talking on a subject they know well.

You could also devise role-playing situations or
simulations relevant to your vocationai-technical
area Such sttuations can be used to assess stu-
dents” oral communication skills in all three areas.
For example. you could ask students to assume that
they are talking on the phone to a prospective cus-
tomer or talking o theur job superwser about a-prob-
lem in the depar'ment.

fn addition. opservation s an appropnate tech-
nique for assessing body language and listening
skilis  You need not interrupt your regular program
activities (o observe students communicating with
you of with each other



Whataver strategy you use for assessing stu-

proficiency levels, you will need specific cri-

teda retated to the occupational requirements and

the students’ chosen career goals. And you will

need a means-of recording t' » results. A checklist

like the one you used to assess your own skills (see
sample 1) can be adapted for use with students.

Then, as students make Oral presentations, you
can use copies of the checklist to assess each stu-
dent's performance. Or, during a presentation, you

-

might assess only those aspects that must be ob-
served (0.g., listening skills, nonverbal behavior).

By also audiotaping the presentation, you could -

then evaluate the speaking skills more carefully ata
later time.

Or you could videotape each presentation for
later review and assessment. Taping has the advan-
tage of allowing you to repiay the tape as often as
needed to make accurate and objective judgments.

-

Creating an Appropriate Environment ;

Students are more likely to improve their oral
communication shills if there is a supportive atmo-
sphere—one of openness and tryst. To grow and
improve, students need to feel accepted and free to
express themselves orally without fear of ridicule or
destructive criticism.

There are three main elements involved in creat-
ing a teaming environment that is conducive to the
improvement of oral communication skills: being
sensitive, motivating students, and acoommodattng
individual differences.

. Being Sensitive

Some students may feel threatened by your at-
tempts to get them to speak more clearly, use cor-
rect grammar, or use less slang or “filler” language
(“like . . . you know™). Some may resent you: efforts
to change what they may consider to be an essen-
tial part of their behavior—of who they are.

Or students may be anxious for other reasons.
Perhaps they fear-that their peers or family might
ridicule them if they. acquire a new manner of
speech. They may even be afraid that they'll never
be able to improve tttetr speech—they may be
afraid of failure. \

To minimize students’'anxieties, you shouid en-

sure that you correct the behavior rather than crit- . _

ITIZe e student. You shouid aisg be consistent in
your treatment. If you correct one student, don't let
similar errors slide in another student. Similarly, you
should praise correct ugsage as well as correct im-
proper usage. f you maintain a balanced approach
in these ways, students are less likely to resent yout
efforts.

There is often an added benefit {0 using a sensi-

tive approach. If you are understanding and patient

with students, especially the less proficient, you
may be able to’ eliminate signs of nervousness, ten-
sion. embarrassment, or antagonism that may mar
students’ effortf; atoral communication.

. .
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You also need t0 be sensitive to the intorplay of
personalities in the classroom or lab. Find out who
the informal leaders are and identify shy or with-
drawn students. You can then use class leaders to

help influence (e.9.. through praise and support)
those students who are hesitant about participating
orally.

Similarly, it is important to involve shy or with-

drawn students in class or lab activities. If you aflow
any student 10 feel alienated. that student will be

even less likely to succeed in improving his or her.
oral communication skills. You need to be sensitive .

to indications of boredom or .interest, confidence or
insecurity, ‘

By being aware of the human factors involved in
your class or 1ab, you will be better able to provide
the support students need to improve their oral com-
munication skills. By being sensitive to classroom
interaction and manipulating it skillfully, you can de-
velop a relaxed. give-and-take atmosphere. Such
an atmosphere is esseial t0 the improvement of
oral communication skil ..
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Motivating Students

It is very important to recognize that each student
is an individual with unique needs, goals, and abili-
ties. Whatwillsemmmonvateemmmw
also vary.

vOne thing motivating many (if not most) voca-
tional-technical students is the desire to be em-
ployed in a particular occupational area. Therefore,
to motivate these students etfectively, you need to
recognize the irnportafice of relevance. The oral
communication skills you want students 10 acquire
must be relevait to their occupational needs. And
students must understand why—in terms of future
empjoyment success—they need o improve their
oral communication skills.

" For example, a home economics teacher may

have students who wish to be fabric specialists. An

analysis of the occupation indicates that consider-
able proficiency in oral communication is required.
The work entails communicating with customers in
a variety of situations: helping customers select fab-
ric and notions, giving them information about fabric
care. handling customer compiaints, and so on.

These oral communication requirements shoukd
be included in the student performance objectives
that the teacher develops. in that way, both teacher
and students know, in advance, the type and extent
of oral communication skill required in the specific
job for which the students are training.

Similarly, reinforcement plays a crucial role in
encouraging students to adopt desired behaviors,
skills, and attitudes. Students need to gain satisfac-
tion from improving their oral communication skills.
And the achievement should be rewarded in some
individually meaningful way.

For example, some students perform well be-
cause they like the instructor. Or because they want
to impress their friends in the class. Or because
they want to please their parents. Or because it is
important to their self-esteem to do well. To select
appropriate reinforcement techniques (rewards),
therefore, you must know what intefests and mot:-
vates individual students.

One' method of leaming more about your stu-
dents’ interests. needs, values, and preferencas is

" to administer an interest inventory. A very simple in-

ventory is shown in sample 2. Counselors at your
school or college may have other inventories that
you can use. Or they may have resuits on file of
interest inventories your students have compieted
previously. \

Once you are aware of students’ individual pref-
erences, you <an reward them for achieving the de-
sired goal with something that they value or need.

? .

For example, students with strong leadership needs
could be allowed to organize a group debate or lead
a panel discussion. Students with strong social
newscotudbea'owedbworkasagmupmtm
than independently. -

Accommodating Individual Diffe- nces

Students leam at different rates—son.e faster,

some more slowly than others. Their present levels . -

of skill in oral communication will vary from individ-

ual fo individual. They also have different learning -

styles—differont preferences conceming how they
leam best or most easily. Some
effectivety by listening, someby%mg
touching, and so on.

;someby

i addition, within any vocational-technical ser-"

vice area, students will have different career goais.
These varying goals will very likely invoive the need
for duﬁefemtypesorleve!soforalconwnumcaion
skills.

\buneedtorespondtomesemdvvldualdﬁter
ences insofar as possibie. If you are teaching in an
individualized, competency-based program, this
should be a relatively easy task. Students will have

ts leam most

individual training plans, and they can work at their

own pace on individual activities designed to help
them imorove their oral communication skills. Such
activities can be designed specifically with éach stu-
dent’s needs, interests, abilities, and carser goais in
mind.

in & program that uses primarily Iargo-group in-
struction, there are still opportunities for individuali-
zation. Without individualizing activities, you can still

“individualize your expectations—in a fair way. As-

sume students are making class presentations, for
example. After each presentation, you would prob-
ably provide feedback conceming the oocupaﬁon
ally related content of the presentation.

Later, *hen, you could meet individually with stu-
dents to provide them with feedback conceming the
quality of the presentation in terms of their oral
communication skills. Your fredback at that point
could be specifically geared to how much progress
each student has made based on where he or she
started and where he or she needs or wants to go.

T students need more help, you can suggest ac-
tivities that they can complete, individually, t0 sectire
the help they need. These activities should be se- ;.
- lected with leaming style preferences in minel’ Ror

example, students who leam most effettively
through the auditory channel may prefer

involving audiotapes, role-playing, slmula
films.

18 20
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SAMPLE 2

®
NEEDS AND INTERESTS INVENTORY -

Directions: For each pair of items in Part |, check (/) the one that interests you more or that you ﬁRs better.

Then answer the questions in Part Il

Partt: ; 4

1. Working with numbers —_— 4, Dealing with ti:2 public —
Working with words — Dealing onty with co-workers

2. Working in groups - - 5. Selling -
Working alone ; - Purchasing JE—

3. Writing —— 6. Traveling _
Public speaking -  Office work —_—

Part li:

1, List the things you like to do for fun or pleasure when you're not in schoof.

2. Explain briefly the type of job you'd like to have in five years.

19
ERIC 21

Aruitoxt provided by Eic:



Using Appropriate Instructional Techniques

~ “As a vocational-technical teacher, it is not your re-

sponsibility to develop units of instruction on oral

~\cammunication. if you were to spend your time run-

ing pronunciation drills and grammar lessons, you
id have little time left for technical content.

Rather, you shauld seek ways in which to improve
students’ oral communication skills as part of your
regular vocational-technical instruction. The tech-
niques you use should be amed at three major
goals for oral skills improvement:

e 'Creasing students’ awareness of the role of -

v.al communication in their careers and per-
sonal lives

» Providing opportunities for students to practice
and improve their oral skills

e Making students more sensitive to the human
elements of oral communication

Increasing Students’ Awareness

Developing students’ awareness of what occurs
during the communication process can help them

understand the relevance of cral communication to

their careers and personal lives. Helping them
understand what should happen during oral com-
munication may also help to motivate them to im-
prove their oral communication skills.

Assume, for example, that you are teaching a unit
in which oral communication skills are very impor-
tant (e.g.. taking telephone messages. dealing with
customers., explaining equipment needs to a farm-
equipment supplier, soothing a patient). In that con-
text. then, you can do two things.

First, you can provide students with specific ex-
amples of how oral communicatiop is used on the
job. Examples of situations in which good or bad

oral communication affected an outcome can be’

very effective in showing the relevance and impor-
tance of oral communication to the students’ own
career goals.

“""From there. you Ean use those examples to briefly

describe the process of oral communication. For ex-
ample. you could explain that, during oral commu-
nication. messages are sent. received, and inter-
preted. The message received from the sender
(speaker) 1s interpreted by the receiver (listener) to
obtain its meaning. Messages can be distorted be-
cause of misinterpretation of meaning. incorrect
pronunciation or grammar. lack of shared vocabu-
lary. poor listening skills. or various other communi-
caton problems.

/

Finally, you can involve students in analyzing the
situations you presented as bad examples to deter-
mine exactly how and where the- communication
process broke down. They can, in addition, analyze
the good examples to determine what elements

were present to make the communication process
work. By being involved in such an analysis, stu-
dents can become more aware not only of the pro-
cess but of its importance to them.

Providing Instruction .

A cognitive understanding of the nature, purpose,
and importance of oral communication is not suffi-
cient in itself. Students also need to apply the prin-
ciples they learn. With a little thought, you can iden-
tify many opportunities to improve students’ oral
communication skills as part of your regular instruc-
tion.

e e = mee———

A variety of techniques is available to you: having
students make large- or small-group oral presenta-
tions. involving students in role-plays. simulations,
and real-life situations; and providing samples of ef-
fective and ineffective oral communication tech-
niques.

The results of the assessments you conducted
initially will help to ensure that the instructional tech-
niques you select are appropriate for the needs and

‘xompetency levels of the students.
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- Oral presentations. Regardiess of the occupa-
tions they wish 10 pursue, most students will benefit
from the experience of speaking before a group.
either individually or as part of a panel. There are

many opportunities in every occupational program
area for stucents to be involved in this way.

For example. a student who has special expe-tise
mn some technical skill can be asked to explain and
demonstrate that skill fo the class or to a small
group of class members. Students who have com-
pleted individual or small-group projects can share
their experiences by making orfl presentations. Stu-
dents can be asked to read

ceming a single topic and then share their findings
through oral presentations.

Oral prasentations are also usually an integral
part of the activities of vocational student organiza-
tions. Students chair meetings, report on commitice
sctivities and in many other ways share information
orally with the group. Helping students develop et-
fective public speaking skills is a goal of many vo-
cational student organizations. Gaining such skills
can help students develop confidence as well as the
ability to make clear, coherent, and concise oral
presentations.

Providing these opportunities for practice is not
sufficient, however. Students must receive feedback
on their performance. Practice can't “make perfect”
if students perform imperfectly and are left with the
impression that what they did was fine. In that case,
they will probably continue to repeat their mis-
takes—perhaps unti! poor perfonnance becomes a
firmly established habit.

ifferent sources con- -
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Feedback can be provided on a large-group basss
if the skill is occupationally related. For exampte. if
marketing and distributive education students are

leaming to make sales presentations. it would be

natural to evaluate them on their oral communica-
tion skills. Using a checklist of criteria to be met in
the sales presentation. students could be evaluated
both by the instructor and their peers. If the pre-
sentations arz audiotaped or videotaped. siudents
can later review the tape and evaluate therr own per-
formance as well.

Feedback can also be provided on an individual
basis. Tnis is particularly appropriate. as mentioned
earlier, when the skill involved is not oral communi-
cation per se. For example, if a student is demon-
strating a manipulative skill for the class, then the
feedback provided in class should relate to the qual-
ity of the manipulative skill demonstration. Later,
you could meet individually with that student to dis-
cuss the strengths of his or her oral skills and to
point out (or, better still, to help the student identify)
any areas needing improvement.

Role-plays, simulations, and real-life situa-
tions. Role-plays, simulations, and real-life situa-
tions can provide excellent opportunities for stu-
dents to practice oral skills—at the same time they
are leaming the technical skills of the occupation.
Office management skills, customer relations. sales
techniques: telephone skills, patient interaction. and
similar skills covered in a variety of occupational
programs can be eﬁectwe! y laught using these tech-
niques.

For example, students in a home economics
class might be asked to participate in a role-playing
situation involving an alterations specialist and a
customer with a specified problem. Students could
be paired off and allowed five or ten minutes each
to rote-play in front of the group. Group members
could evaluate the performance of each employee.
perhaps using a checklist.

Following each role-play, the group could provide
feedback to the “alterations specialist” concerning

-the effectiveness of his or her oral communication

skills. For example, did the afterations specuaust
greet the customer appropriately, determine the na-
ture of the problem, explain to the customer what
needed tc be done to correct the problem, explan
how much time the job would take, determine the
cost and inform the customer, and so on?



Furthermore, was the specialist polite, consider-
ate, sympathetic. and professional? Did he or she
present an image of competence. as well as sensi-
tivity. to the customer? Did the customer seem
pleased with the way she or he was treated?

Role-plays can also be used to let students ex-
perience the difference between dealing with some-
one with good s'ills and someone with poor skills,
For exampie, a student coukd be asked to role-play
an angry customer with a legitimate complaint. The
student could ther. be asked to explain that com-
plaint three times. as follows: '

e Once 10 a student role-playing an employee
who responds only by mumbling senten. » frag-
ments in a low voice

e Once to a student role-playing an employee
who responus to the customer’s anger with an-
ger

e Once to a student role-playing an articulate em-
ployee who responds with sympathy. patience,
and unfailing courtesy

At the end of this experience. the “customer”
should have a much deeper understanding of the
effects on the “receiver” of different oral commyni-
cation approaches. By walking in the customer's
shoes. the student may begin to recognize the wis-
dom of the Golden Rule. He or she may be better
able to see how essential good communication
skills are to productive (and pleasant) human inter-
actions.

Similarly, simulations are used in many areas to
provide students with an opportunity to practice oc-
cupational skills, this fime in a close-to-real job set-
ting. In secretarial skills programs, for example, stu-
dents may work in a simulated office situation. The
lab s set up to resemble an oifice and “secretaries”
are expected to perform as they would in a real of-
fice.

Oral skills can be built into such a simulation ex-
perience. In completing the "job assignment,” stu-
dents could be required to communicate with the
boss. with co-workers. or with visitors to the office.
Stuaents could also simulate making and answering
phone calls (e.g.. responding to requests for infor-
mation. ordering suppiies. and so on).

Again. for the practice experience 10 be a learing
expenence. feedback must be provided. For ex-
ample. in answering the phone. did the “secretaries”
identify themselves appropriately. keep all calls
brief: and express themselves clearly, completely,
and concisely? If they needed to keep the caller on
hold did they check back frequently to let the caller
know that he or she had not been forgotten?

Students can also be given opportunities to prac-
tice using their oral communication skills in real-ife
situations. For example. if you have to call the busi-

ness office 10 order supplies. you could allow stu-

dents to assist you in doing these asks. If students
are invoived in “live work,” as is often the case in
such programs as auto mechanics and cosmetol-
ogy. this provides another opportunity for practice.

it can also provide students with a very real gauge
of how effective their oral communication skills are.
A student might perform nicely in a role-playing or
simulated situaticn. Such situations can be some-
what predictable and controlled compared to real
life. But a student who misleads, confuses, or up-
sets a real customer because of inadequate com-
munication skills is likely 10 get a much clearer
sense of how important those skills can actually be!

——

Sampies of effective and ineffective commu-
nication. One way in which people-learn-is-by copy-
ing. In general, for example, children whose parents
speak English correctly will also tend to speak cor-
rectly—not because they learned the rules, but be-
cause they are repeating what they have heard.

Likewise, exposing students continually to mod-
els of effective oral communication increases the

- likelihood that they will ieam to communicate effec-

tively. Models can provide students with an ideal to
aim for, as well as a gauge against which to mea-
sure their own efforts. As was mentioned eartier,
one model students should be given is you. Your
oral communication skills should be a daily example
of what students should be working to achieve.

<4
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In addition, you may at times use media (e.g..
films, audiotapes, videotapes) to introduce or pre-
sent techpical contert. These same media, if care-
fully selected, can also provide models of effective
oral communication. For this to occur, however, you
must direct students’ attention both to the content of
the media and to the manner of presentation.

For example, following a film, instructors often
ask a series of questions about ihe film's content to
ensure that students have understood it. You could
also include some yuestions concerning the narra-
tor's speaking skills: pronunciation, phrasing, gram-

., mar, voice quality (e.g.. pitch), and so on.

/

Or you may use guest speakers from your oc-
cupational area to provide instructions concerning a
specific occupational skill or topic. By ensuring that
guest speakers have good communicalion skills,
_»you can provide students with appropriate models
of effective oral communication skills as well. The
fact that such people actually work in the occupation
should go a long way toward convincing students
that, in truth, good oral communication skills are im-
portant on the job.

By arranging to have a question-and-answer pe-
riod following the speaker's presentation, you can
also give students one more opportunity to practice
their own oral communication skills,

Use of negative examples can also serve a pur-.

pose. For example, students can be asked 10 cri-
tique written scripts or specially developed video-
tapes illustrating job situations in which employees
did not communicate effectively with others. By

“identifying the weaknesses, students can learn to

recognize and avoid th same weaknesses in
their own efforts o coﬂ}cate.

Or, instead of employing your usual exemplary
presentation styd® you could make a short presen-
tation with some built-in flaws. You could. for in-
stance, nervously play with the chalk as you speak.
You could add a good-solid “you Kriow" to the end of
each sentence. You could gaze continually out the
window instead of maintaining eye contact with stu-
dents in the class.

Then. following the presentation, you <ould lead
students in critiquing your performance and describ-
ing how the “flaws" made them feel. In all likelihood.
many of them probably couldn't wait for the presen-
tation 1o be over. They may not have heard much of
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what you said because the chalk tossing and “you
knows” were so distracting. They may have felt.
alienated because you never looked them in the
eyes.

Granted, these students may have witnessed
other bad presentations. But they mav never before
have stcoped 10 analyze why a presentatinn was
unsatisfactory. By giving them the opportunity to
identify both the flaws and their reactions to those
flaws, you can help students develop a real desire
not to commit those same * sins™ themselves.

lncréaslng Students’ Sensitivity

Many of the techniques already mentioned can
help students to .understand the subtle aspects of
oral communication having to do with being sympa-
thetic and understanding the needs of others. For
example, a student who has made a presentation to
an inattentive audience is probably much more
aware of how important it is for listeners to respond
appropriately by nonverbai means and to listen ac-
tively. .

Similarly, a student who has dealt with an “incon-
siderate customer” during a role-piaying activity 1s
probably acutely aware of how it feels to be on the
receiving end of oral communication that is not cour-
teous and kind-—that critic.zes the individual and not
the performance.

Most important, if you wish to increase students’
sensitivity, you must serve as a mode! of appropriate
betavior yourself. And you must insist that students
in your classes foliow the standard you set

Consider, for example, a teacher who ndicules
students who make mistakes. making them feel
even more foolish. Students in such an atmosphere
will have every reason to believe that such behavior
is acceptable. Worse still, they will probably learn
not to expose themselves to the possibiity of rich-
cule. They won't fail at improving their oral commuy-
nication skills—because they won't try

Then consider a teacher who is sensitive to the
feelings of others and who encourages students to
praise each other's work. The atmospbhere created
by such a teacher would be conducive to growth and
improvement. Students could work together fo
achieve the oral communication skills they need 1o
succeed. both in the class and on the job.
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For additional information on oral communication skills, you may
wish 10 read one or both of the following supplementary references: Ander-
;);etal » Integrate SiiWs Reinforcement; and/or Troyka and Nudeiman, Tak-

Wmmmamm pmwdbooketdio-
cuses on developing communication skilis in the context of course work, Part
1 includes chapters on assessing students’ speaking and istening skils. Part
3 provides strategies for encouraging students' effactive use of those skills.
Taking Action presents six simulation-games

to sharpen speaking, istening, and other communication skills.

-~

. You may wish 0 identify opportunities to listen to and assess oral presenta-

tions. Suwoppomuiﬂesnmmmmbiwm
onaﬂwm
¢ Radio programs
o Political campaign speeches
~ » Lectures
o Sermons
o Preaematnomatnmnngsofcwic service, social, or parent-taacher or-
ganizations
o School assemblies or campus events
o Debates
o Other events in the school or community .
You may choose to work with peers in completing this activily. in that case,

you and your peers could assess the same presentation, compare your re-
sutts.anddisws\sanydiﬂamnceshyourmts,
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and directions for using them
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© Case Study 2:

Mr. Brock was . his students’ oral commu-

" “mication skills. mmgmmm

him 10 do 80, but Mr. Brock wasn't very enthusiastic
abouat it. In tact, he really didn't see the point in doing
it. After all, he wasn't 3 spesch and communications
teacher—his business was teaching automotive

Mr, Brock figured that the easiest thing to do
would be to write four or five topics-—nsiated to auto
mechanics—on the chalihoard. Then he could ask
the students to prepare a ﬂve-minumtakontho
topic of their choice.

He'd thought about taping their presentations and

then grading their performance later. But that would

mean that he'd have to spend time at home assess-

" et of things 10 100k 101 I

mmm-—mmmmmmpa-
ishing his leason plans for the next day.

The director had mentioned that she had a check-
But Mr. Brock diin't feel he had the expertise
neaded o do such a detalled rating of orai cofnmu-
nication gkills. Therefore, he decided he would just
dv:memmmwﬁ.e,orcmmmn
at , !

. T :

Well, he thought f0 himself, it wasn't very impor-
tant anyway. These kids were in auto mechanics. It
wasn't as if they were going to be in a line of work in
which they'd have to give spcaches or convince
customers that a product was worth buying.

‘I‘, .



L S S . \




SIS )

The first student to report was Meaghan O'Riley.
Shy by nature, Meaghan made her presentation in
so soft a voice that she could hardly be heard.
Furthermore, she stared at the floor the whole time,

making it even more difficult to hear what she was

saying.

Some of the students started to each

other, and Ms. Berry couldn’t blame them. A talk that

'quieﬂy onward. Ewveryone, including
Meaghan, was greatly refieved when her talk was

» Well, thought Ms. Berry, we certainly can't critique
the content of her presentation because none of us
heard it. But we can definitely provide her with some
helpful feedback on her oral communication skills.

“Class,” said Ms. Berry, “can anyone tell our shy
Meaghan ways in which she could improve her oral
communication skills?” Meaghan blushed redder
still. She'd worked so hard on her speech—it was
so well-written—why was this happening to her?
Since when were they studying speaking skills in
this class?

Bl -

student to comment started his sentence
with thing Meaghan did wrong was. . . " But
Ms. stopped him and tactfully reminded him
that their task was 10 suggest ways in which the
MMMMWM&W
what did wrong—and reminded the
mmmkﬁaedadm'ce
After that, several students offered suggestions

the class rather than the fioor.

Several students made statements.
Joan said she knew ex: foit. If
she'd had to go first, she said, she'd have prayed for
a fire dril. Max said that he coukin't

Meaghan
the group. In fact, when Max made his remark, she

mates for treating her so kindly. But she was quite
surs she could never make a presentation in front of
a whole group. And she resented being asked to do
S0. '

That was-one of the troubles with school, she
thought. Teachers made you do 80 many things that
had absolutely nothing to do with getting a job. If Ms.
Berry had let her submit her written report, she was
sure she would have gotten an A
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F 4 Compare your written critiques of the teachers’ performance with the mode! -
M critiques given below. Your responses need not exactly duplicate
5 responses; however, you should have covered the same major points.

MODEL CRITIQUES

Case Study 1: |

Ms. Forbes was quite correct in deciding o as-
sess her own oral communication skills. Certainly a
thorough and objective assessment could point out
to her the areas in which she was weak. As a result,
she could improve her skills and set ar appropriate
example of effective oral communication skilis for
her students—a worthy goal.

Ms. Forbes used an effective technique—tap-
ing—for assessing her pronunciation, pitch, tone,
phrasing, and so on. In addition, she used one ac-
ceptable technique for assessing her body lan-
guage. By making her presentation i fmnt of a mir-
ror, she was able, to some extent, 10 chack her

- -postare, enthusiasm, gestures, and self-cont dence.

However, Ms. Forbes's efforts were far too limited
to provide her with any substantive information
about the overall effectiveness of her oral commu-
nicationisldils.Shefakdtouseaﬂmetedmbqugs

neglected

- and resources available to her, and she

. L
'

to assess herself in some very critical areas.

First of all, consider her taping activity. Reading a
passage from a book is a good way to get a general
idea of voice pitch and volume and, perhaps, phras-
ing. But it would give no indication of the way she
normalty speaks in front of a class—when she is
not reading from a book.

The “ers™ and “uhs” that sometimes flaw a pre-
sentation are less likely to show up when a person
is reading aloud. Perhaps her voice becomes high-
pitched and unpleasant when she gets excited dur-
ing class. Or maybe she speaks so softly in class
that many students can’t hear her.

This exercise would not provide her with that crit-
ical information. In fact, the taping gives her many.
“unfair” advantages. She can carefully modulate her
voice, tak directly into a microphone, and adjust the
voiume as neoaded.

Ms. Forbes's second effort-—the mirror presenta-
tion—is equally imited in what it can tell her. The
situation is highly artifiial, and .her performance
would undoubtedly be affected by the fact that her

attention was focusead on specific skills. She would
tend to perform well in those areas because she
was probably intent on doing so. She was, in es--
sence, stacking the assessment deck in her favor.

m.ForbeswedoNyseﬁ-mwmyn

“pretend” situations she set up outside the school.

She could have audiotaped or one oF.

.o _...W_ W._F e e e _m_w _— &,5> “; “-

sessment using a checklist of criteria, Had she dore
80, she would have done a better job of

all the elements of oral communication.
Instead, she neglected one very impoftant area: the
substance of her speech. She assessed pitch and
posture, but she didn't assess her performance for
appropriateness, conciseness, and comect gram-
mar.

Perhaps Ms. Forbes failed to recognize that the
substance of speech is just as important an area as
the delivery of speech. More likely, her assessment
situations prevented her from assessing substance.
In taping a reading, the substance was the book's,
not hers. And it is difficult t0 present to a mirror while
There's a limit to how much you can kok for.

Another area Ms. Forbes failed to assess was her
listening skills. She could have enlisted the he’p of

. a friend to do this. She could have had a normal

conversation with this person and asked him or her

10 assess her fistening skills on the spot—preferably
using a checkiist.

Had she 30Me classroom sessions,
she—and others—could have reviewed those:
tapes to assess her listening skills. As it is, she has
no way of knowing whether she is a sensitive, re-
ceptive, attentive, and active listener when she is
interacting with others.

31
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I4s. Forbes did make an attempt to document her

if she had diagnosed all the required areas. Use of
a checklist, however, would have been a more effi-
cient method for recording her resuits. it would have
also given her an objective basis for comparison as
she strives to improve her skills.

Case Study 2:

Mr. Brock was, under protest, doing a few things
right. His students’ oral communication skills should
be assessed. And the method he selected to assess
those skills—asking students to make short oral
presentations—was appropriate.

Hosonhengﬁttracktoo.mhawng

. assigned
topics related to auto-mechanics. His efforts to im-

prove students’ oral communication skills should, in
fact, relate directly to the occupational area.

However, Mr. Brock's attitude may ensure that the
entire exercise will be ineffective. He does not re-
gard student assessment in this area as a worth-
while activity. He thinks it is a waste of time because

oral communication skills that, for example, sales-
people do. If he communicates those feelings 1o his
students, it is likely that they, too, will consider oral
communication skills 10 be of little value to them.

In addition, Mr. Brock's decision to “give the kids
letter grades and be done with it” will ensure that
improvement of students’ oral communication skills

does not become a part of his program. Letter.

grades describe overall performance. They would
be of little value in identifying the specific areas in
which students need to improve.

One also wonders what.basis Mr. Brock will use
in assigning grades, since he has no criteria on
which to base his assessment. Perhaps he plans fo
focus primarily on technical content. if that is case,
Mr. Brock would be, once again, sending students a

., very clear message that auto mechanics don't need

good oral communication skills. A student with very
poor skills would “leam” that his or her skills were
“just fine.”

Mr. Brock should have used objective criteria,
such as those probably provided by the director's
checklist, in assessing students’ skills. And he
should have taped the students’ presentations so he
could assess their performance more thoroughly
and objectively. But had he done so, it is unlikely
that the results would be any different. Mr. Brock's
problems run deeper.

Mr. Brock needs to step back and assess his own
attitudes and skills. There are a number of things he
shouid do. First, he should take a careful look at the
competencies required in the occupation. By re-
viewing occupational analyses and talking to em-
ployers, for example, he is likely to discover that oral
communication skills are, in fact, neededtosucceed
on the job.

ltwou!dbemterastlngtoheaer Brock speak.
Perhaps his skills are quite good and served him
well when he worked as a mechanic. As a result, he
may not realize what effect a lack of skilis can have.
Or perhaps his skills are weak. Maybe it is easier for
him to say, “those skills aren'timportant,” than to ad-
mit that his skills are poor.

In fact, however, Mr. Brock needs to conduct a
thorough assessment of his own skills. He needs to
determine how well equipped he is to help studerits
develop the actual oral communication skills needed
in the occupation. If he is weak in any area, he
should secure the help he needs in order to im-
prove.

Once Mr. Brock knows wnat skills are required

and possesses those skills, perhaps he will value

their i mere. That woutld atiow hiny to pyo-
vide the model his students need if they are to be
motivated to improve their own skills. As aresult, Mr.
Brock could better equip his students with all the
skills they need to succeed in the world of work.

Case Study 3:
Mr.  Lynch obviously takes improvement of oral

communication skills seriously. He had certainly
done a great deal to prepare to help his students.

He had assessed the oral communication skills
needed in the occupation, and he had assessed the
students’ skills. He had used this information to de-
velop activities designed 10 help students improve
their skills so they could succeed on the job. And he
was so eager to be a good model that he even took
elocution lessons.

Why, then, did some of his students refuse to co-
operate? There might be several reasons for this.
First, Mr. Lynch seems to think that for students ‘o
value the need for oral communication skills, all he
has to do is tell them that those skills are important.
Obviously that approach doesn't work.

Second, is his model the right model? Perhaps as
a result of his elocution lessons, his speech is too
formal. Students may know from their own experi-
ence that they will not be expected to speak like that
on the job. They may, in fact, find his perfect elocu-
tion stilted and laughable.
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Finally, the environment Mr. Lynch has created is
not conducive to i
tion” has a hole in it. On the one hand, his intention
is to help students improve their oral communication
skills so that they wiil be able to deal effectively with
the public. Yet in his own communication, Mr. Lynch
is not sensitive to the feelings of others.

He evidently corrects students’ speech each time
they open their mouths. Thus, it is not surprising that
they balk at in oral activities. When stu-
dents do balk, he responds by threatening them with

punishment. As a result, he may obtain their partic-

ipation—but not their commitment,

Mr. Lynch needs to refocus. His concem should

not be how to stop students from undermining his
good intentions. Rather, he needs to figure out what
he can do to get students to start improving. A good
starting place might be to administer some interast
invéntories 1o find out things that motwate his stu-
dents.

Another technique that Mr. Lynch might find help-
ful would be fo invite some ives from the
occupation to speak to the class. Students might be
more willing to accept the need for good oral com-
munication skills if it is reinforced by these credible
sources.

If Mr. Lynch can take all the good preparation he
has done and add some motivators and some sen-
. sitivity to his approach, hewillprobablyﬂndmmthe
situation will begin to improve. Given activities of in-
terest to them and an environment in which their
every word is nof evaluated and corrected, students
may indeed work to acquire the oral communication
skills they need to deal effectively with the pubiic.

Case Study 4:
The greatest strength in Ms. Berry's performance
was the atmosphere she created in the

class. The second student should have no qualms
about making his or her presentation. That student
should be quite confident that the class will be atten-
tive, sympathetic, and supporiive.

Ms. Berry created that atmosphere not only by
her instructions to_the students but also in the way
in which her instructions were presented. She in-
sisted on sensitivity and, in general, she modeled
sensitivity.

She tactfully reminded the students that their
task was to suggest areas of improvement, not to

His “modet of perfec-

enumerato fauits. The fact that she “reminded” them
of this suggests that she consistently maintained
sch an atmosphere in her class. That students-

Ms. Benyhelpedwensurethatstudemswould

‘cominuetooomnmncate

sensitnvelybypmlmv
their performance before calling on the second stu-
She did, however, make a few slight errors on the
road to sensitivity in this instance. it was probably
not a good idea to ask shy-by-nature Meaghan to
make the first presentation. if some students who
feit comfortable making oral presentations had led
off the effort, it might have created a relaxed atmo-
sphere that would have heiped students like
Meaghan feel a little less intimidated.

Furthermore, aliowing class members to chat be-
cause “a talk that no one can hear is not particularly
interesting” was not justified. Chatting during a pre- -
sentation is rude—regardless of the circumstances.

glance. Andsheshouidhavedoneso Good listen-
ing skills are, after all, an essential part of the oral
And finally, she might not have had to remind stu-
dents to be sensitive had she not set up the situation
by referring to “our shy Meaghan.” That is a belittling
comment that should not have been made.

Ms. Berry's most critical error, however, rolates 1o

- the total surprise Meaghan feit when she discovered
. that her oral communication skills were going to be

evaluated. Evidently Ms. Berry models effective and
sensitive oral communication and insists that her
students follow her example. Yet she seems to have
assigned them to make oral presentations without
explaining how to make effective oral presentations
and without indicating that they would be evaluated
ontheirabilitytodoso.

As 4 result, Ms. Berry missed a perfectly good op-
portunity to help students improve their speaking
skills. The assignment was a good one. It excited
her and undoubtedly motivated the students. it was
part of the occupational curriculum and had rele-
vance to their occupational needs and interests.
Sharing their experiences was probably very inter-
esting and beneficial.

it could have been even more beneficial had Ms.
Berry prepared them to make their presentations.
Even though she's not a speech teacher, she could
have given them a brief explanation of do's and
don'ts to remember in preparing and presenting an
oral report. At the very least, she could have pre-
vided this information in a handout or checklist.
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cation skills are job-related aiso.

Ms. Berry is, overall, doing a fine job in heiping
students communicate effectively. She needs to
buildmthestrengthsandoxpmdwhatsheis

'Nmalcanmmcaﬁonsmsareneededonme

Levet of Performance: Your written critiques of the teachers’ performance shoukd have covered the same
major points as the model critiques. if you missed some points or have questions about any additional
points you made, review the material in the information sheet, AwshngSMdentshlmprownngOral
Communication Skills, PP, 623, or check with your resource person if necessary.
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Mergithrers - oo e .

Seloct an issue and arrange to debate that issue for approximately five to ten
minutes with a peer, each of you taking one side of the issue. Also make

mwwmmmwmwmmmwdym

lfyoudonothawmmwvidootapemm you may ask another peer
or your resource person fo observe thé tebate and evaluate your oral com-
munication skills.

After all arrangements have been made, conduct the debate as planned.

if you videotaped the debate, replay the tape and review your performance.
After you have reviewed your performance, use the Oral Communication
Checkdist, pp. 3536, o evaluate your orat communication skills.

if you did not videotape the debate, your oral communication skills will be
evaluated by a peer or by your resource personxusing that same checklist,

e o
'y



@ OPAL COMMUNICATION CHECKLIST

" . Directions: Place an X in the NO, PARTIAL, orFULLboxtoindlcatethat Name

e each of the following performance components was not accompiished, par-
tialty accompiished, or fully accomplished. If, because of special circum- Owe )
stancesapeﬂonnancecunpomwasnotmpm or impossibie to exe- . .
wte.placean)(lnmeN/Abpx. ' Resource Person - '
LEVEL OF PERFORMANCE
- ) *
sede

When speaking, the teacher:

1. presented information that was accurate, up-to-date, and free of bias D

2. used complete sentences ............................... D

3. finished one thought before stading another ........................... D

4. avoided straying from the main point or digressing .................... D

5. presented facts and ideas *oohe;ently and in a logical sequence ...... ’ D

6. avoided use of vague language or sweeping statsments .............. i

7. used appropriate, correct vocabulary and explained new terms ...... D

8

. . expressed ideas clearly, simply, and directly, using short manageabie
sentence CONStrUCtiONS ......................ccooiuiuuiei i, D

£ 00000 DO00ogo

9. enunciated clearly and avoided running words together or mumbting = - D
10. pronounced words Correctly and avoided exaggerated pronuncjation []

O 0OQOo ooooooo

11. used correct grammar ..................................... PR D
12. paused in appropriate places .................... L D
13. controlled his or her voice so that it rose and fell appropnatety and -
~ emphasized impartant points. ... D
14. controlled the pitch of his or her voice so it was neither too high nor ’
(00 JOW oo O DT O O

15. controlied the volume of his or her voice so it was neither too loud nor
100 SOt o i, D D D

16. used nonverbal behavior appropriately, including:

a. using body language (e.g., gestures, posture, facial expressoons)
to reinforce the spokenmessage .................................... D D D

b. using paralanguage (e.g., tone of voice, mﬂectuon) that was con- D ) D D
sistont withthe spokenmessage ...................................




. sedos @®
. G wmmwmwmmmmnammcog enthu- D D D
siasm, self-confidence) ..., .
d MMWWW ............................... L OO,
e. avoiding use of distracting mannerisms (e.g., ;hgungcohsh D I: D .o
. potket, cracking Knuckes) ......................c.eeevveeernnnnnn., e
When listening, the teacher: . B [] 'E]
« 17. concontratodh:ﬂyonthespeakefmonwhatmbemg,md
18m!dedacﬂvolyeimvemaltyornormrbally(eg by nodding D j D
19 m&ndopbnmmdmmwmspeaw ............................ D D D
2. used nonverbal behavior appropriately, inchuding: S '
awngbodylunuagebwmyasympaﬂveﬁcmdmepﬁvaam- D D D
tude toward the speaker ...............................llL, |
b. maintaining eye contact with the speaker ................. e, O OO
avoiding the ofdlstracmvgmameﬁsms d fin-
¢ gers tappmg‘f‘:t; ............................. (egmmming ..... D D D .

Level of Performance: IdoanLal_l nmmmdFuumwAmW%MMw __.,,____
— - - performancg i §oiMe of the areas fisted received NO or PARTIAL responses, indicating areas of oral .
communication in which you need to improve. Make a note of those areas. Then go on to complete the

next activity, mwhnchyoucandevebpaplanformprowngywroraloo:nmumcauonsklllsasneeded
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PLANNING WORKSHEET CHECKLIST

Directions: Place an X in the NO, PARTIAL, or FULL box 10 indicate that Meme
each of the following performance components was not accomplished, par-
tially accomplished, or fully accompilished. if, because of special cicum- Owe
stances, a performance component was not applicable, or impossibie t0 exe-

cute, place an X in the N/A box. Recource Persen
LEVEL OF PERFORMANCE
- | &8 f S
-Immwlmﬁ':'ﬁémummmmmmmm '
" ment, as indicated by the resuits of the evaluation ..................... L] L]
2. provided for improvement in the areas identified, using techniques
such as the following:
a. consulting reliable resources .......................c.L D D D
D. ODSEVING MOOBIS .............oceuvveneenaanenenss vl D D D
¢. videotaped or audiotaped practice ............................... D D D
3. identified specific, approprifite activities for improving oral i~
c.:ationsklllsasneeded...’...e ........................ ng ...... commum- D ___] D
1 O

. 4. was realistic and feasible in applcation ............................» L]

Level of Performance: All items must receive FULL or N/A responses. If any item receives a NO or
PARTIAL- response, review the material in the information sheet, Assisting Students in Improving Their
Oral Communication Skills, pp. 623, revise your pian accordingly, or check with your resource person if
necessary. .
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Wawﬂtdﬁwm&wﬁmmmmmmm
select & unit you have developed as part of Your preesrvice or iIneervice train-
mwmmmmwmwhmmm aiso
mwmmmm.:mmmdm
competency lists, or curticulum guides, as additional resouices. .

Using the worksheet below, identify opportunities for oral communication ac-
tivitles in the selected unit. These shouki include assessment of students’
oral communication sidits, activities aimed at improving their oral skifts, and

opportunities for practice.

PLANNING WORKSHEET

Unit of Instruction:

Performance Objectives:

A.  Activities that provide opportunities for assessment of students’ oral communication skills:

Activities Procedures

-~
i



P e

| B. WMMWMMGM'MWWdﬂh

Addressed
\\/
C. Activities that provide opportunities for practice of oral communication skills:
T Activities Oral Skills - Procedures
Addressed S

. After you have developed your plan 'fqr improving students’ oral communy-
cation skills, use the Planning Worksheat Checklist, pp. 4546, to evaluate
your work. , - :
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| ® PLANNING WORKSHEET CHECKLIST

Directions: PlaoeanlehoNO PARTIAL, or FULL box to indicate that N
each of the following performance components was not

tially accomplished, or fully accompiished. If, becwseofspecialdmm;n- Dese
stances, a performance component was not applicable, or impossible to exe-

cute, place an X in the N/A box. Resource Person
LEVEL OF PERFORMANCE
. v e d
The improvement plan: - ¢ ¢
1. included activities for: |
a. assessing students’ orali communication skills ......... i, D D D
b. students’ awareness of oral communication skills i
D gonoral D Srdonts’ awareness of oral commun mesde™ OO O
¢. helping students recognize which specific oral communication |
skills are needed to succeed in the occupational area ............. D D D
d. students the need for effective oral communi-
ks on e a2 e nosd fo afeatve arel communs [ [1] [
e. assisting students in improving their ogal communication skills . ... D D D
‘ f. providing opportunity for practicing oral communication ckills . .... D D D
2. included activities related to:
:':c speaking skillev,r.e.ja ..................................................... D D D
b. listening skills TRy P T TR TP PRRTT D D D
c. nonverbal behavior ................cocovvviiiiiii i D D D
3. identified specific, appropriate activities for as._essment, improve-
ment, or practice of oral communication skills .......................... D D D
4. identified activities that evevant 10:
a. vocaﬁonal-ted\nicaal?;r%;ram oon?ent ............................... D ' D D
b. Students’ needs and INerests ..........................coovr... ] O O
C students' career goals .................ceviiiiiiiiiiii i, - D D D
; 5. included a variety of oral communication activities including, as ap-
iate: .
prog:lal Presemtations ...ttt e E] D D
b. role-plays, simulations, or practice in real-life situations ........... [j D [:I
. of effective and ineffective munication (e.g., role mod-
gt initiniaiiiemndosiosl i I
.' 6. was realistic and feasible in application ................................ ] O O
45
47
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Level of Performance: All items must receive FULL or N/A responses. if any item receives a NO or

PMTNW.WMMMMWMAMMMIWM
Oral Communication Skills, pp. 6-23, re.ise your plan accordingly, or check with your resource person if
necassary.
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TEACHER PERFORMANCE ASSESSMENT FORM
Assist Students in improving Their Oral Communication Skids (M-4)

Name
Dote

Directions: indicate the level of the teacher’s accomplishment by placing an
heading. I,

X in the appropriate box under the LEVEL OF PERFORMANCE
because of special circumstances, a performance componernt was not apph-

cable, or impossible to execute, place an X in the N/A box. Resource Person

%
|

N
%y,

Ay
Peo,

g
In assessing his/her own orsl communication skills, the < «

teacher:

A S0 Sl (A, 0000
D. COMPIGIONGSS ...............o..oveeveseeresreo 0O 0O 0O
C. OMGANZANON ............ce\\ooeoooeoreeseseeree OO O 0O
O, SPOCHICHY ............ooseereeeresso s OO 0O 0O
©. APPOPIAteNeSS .................oeeoveereerrrsreo) 0O O 0O
. CONGISBNOSS ....... ..oovvooveeoeeesesoeoeeeose 0000
G GRAMMAr ...ttt J O O O
h. pronunciation ..............cooviiiiiiiiiiiiinienan, D D D D
i. paralanguage (e.g., pitch, tone of voice, phvrasing) ..... D D D D
ittt OOo0Oo
b. facial expressions ....... e, J O 0o
C. OY8 COMBCE ......veeveoeeeeereeeosee . OO 0O O
A POSIUIB ..........ooooeeeeeeeeeeeeeee e 0O 0O O
3. examined his/her listening skills, including amount or level -

gf:conoentraﬁon ............................................. D D D I:]
. AUV 1ESPONSBS ....................oveoeeervverrrenr) 00O 00
C. SONSIIVIY ....ooeeeeeeeerseeeeeeee e D D L__] E]
d. OPEN-MTNGETNSS ........ . or. oo JoOo0ad
4. recorded the results of assessinent ......................... D [:] D D

]



v
' )
in aseessing sédum' oral communication skills, the
toacher:
5. identified oral communication skill requirements related to
6. examined students’ speakingskis ......................... D
7. examined students’ nonverbal behavior .................... D
8. examined students’ listening skills .......................... D
9. recorded the results of assessment ......................... D
10. used appropriate assessment techniques................... D
in creating an appropriate environment, the teacher:
11. accommodated students’ individual needs, abilities, and D
preferences in the instructional approaches used ..........
12. displayed sensitivity toward student anxiety or fear ........ D
13. corrected student errors in a positive, constructive manner D
14. reinforcec: correct performance (e.g., using praise) ........ D
15. used reinforcement techniques appropriate to individual
students’ needs, interests, and preferences ................ D
16. provided motivation by demonstrating the relevance of oral D
communication to students’ goals andneeds ..............
17. involved all students in improvement of oral communication
SKIIS ... D

in heiping students improve specific oral communication
skills, the teacher:

18. provided instruction to develop students’ awareness of oral D
COMMUNICAtION ..........ooiiiiiiiiiiiiiiiiiiiiinian,

19. provided instruction geared to each student's need for im- D

20. provided opportunities for practice using a variety of ap- D
proaches (e.g., role-plays, oral presentations) .............

21. helped students evaluate their own progress and perfor-
mance.(e.g., through useofmedia) ......................... D

22. pmvidedsamplesofeﬁecﬂvemmﬂcaﬁonformms
to use as modeis (0.g., media, guest speakers). ........... D

23. provided samples of ineffective communication (e.g.,
through media and role-plays) tor students to critique. .... D

O 0O 0O O000d OO00000 s
O 0O 0 0000 000000 4%

O 00000
O 00000

9L
oo

O oot dad

U o0oodaood dOoooodg s

A

;7 @




§'!3«*f~/

24. encou students to improve their oral skills through
m%mmmdmnmm ........ D D [:l D

25. acted role model of appropriat oralc:)mmunication
BB oo o, OO0 34dno

' Level of Performance: All items must receive N/A, GOOD, or EXCELLENT responses. if any item re-
ceives a NONE, POOR, or FAIR response, the teacher and resource person should meet to determine
what additional activities the teacher needs to complete in order to reach competency in the weak area(s).
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ABOUT USING THE NATIONAL CENTER'S |

PBTE MODULES

Organization
mmbmwmmwm
in a particular skill area considered important to teaching
success. A module is made up of a series of leaming ex-
periences, some providing background information, some
providing practice experiences, and others combining
these two functions. Completing thése experiences should
enable you to achieve the terminal objective in the final
leaming experience. Thé final experience in each module
always requires you to demonstrate the skill in an actual
teaching situation when you are an intern, a student teach-
er, an ingervice teacher, or occupational trainer,

.

Modulesamdedgnedtoallowyoutoindmwﬂzayow
teacher education program. You need to take only those
modules covering skills that you do not already possess.
Similarty, you need not complete any leaming experience
within a module if you already have the skill needed to

complete it. Therefore, before taking any module, you.

should carefully review (1) the introduction, (2) the objec-
tives listed on p. 4, (3) the overviews preceding each leam-
ing experiance, and (4) the final experience. After com-
paring your present needs and competencies with the in-
format.cn you have read in these sections, you she uid be
ready to make one of the following decisions:

should compiete the entire module
* That you are competent in one or more of the ena-
bling objectives leading to the final learming ex-
perience and, thus, can omit those leaming experi-
ences
* That you are already competent in this area and are
ready to complete the final leaming expenence in
order to ‘‘test out”
* That the module is inappropriate to your needs at this
time
When you are ready to complete the finai leamning ex-
perience and have access 10 an actual teaching situation,
make the necessary arrangements with your resource per-
son. If you do not complete the final experience successful-
ly, meet with your resource person and arrange to (1)
repeat the expernence or (2) complete (or review) previous
=2¢tions of the modtde or other related activities suggested
by your resource person before attempting to repeat the
final experience.
Options for recycling are aiso available in each of the leam-
ing experiences preceding the final experience. Any time
you do not meet the minimu.m jevel of performance re-
quired to mee: an objective, you and your resource per-
son may meet to select activities to help you reach com-
petency. This could involve (1) completing parts of the
modulo previously skipped, (2) repeating activities, (3)
reading supplementary resources or completing additional
activities suggested by the resource person, (4) design-
ing your own leaming experience, or (5) completing some
other activity sugges.sd by you or your resource person.

* That you do not have the competencies indicated and .-

. Terminology
Actual Teaching Situation: A situation in which you are
actually working with and responsible for teaching second-
ary or postsecondary vocational stu-ents or other occupa-
tional trainees. An intern, a student teacher, an inservice
teacher, or other occupational trainer would be function-
ing in an actual teaching situation. If you do not have ac-
cess to an actual teaching situation when you are taking
the module. you can complete the module up to the final
learning experience. You would then complete the final
learning experience later (i.e., when you have access to
an actual teaching situation).
Allernate Activity or Feadback: An item that may sub-
stitute for required items that, due to special circum-
stances, you are unable fo complete.
Occupetional Spocialty: A specific area of preparation
within a vocational service area (e.g., the service area
Trade and Industrial Education inoludes occupational
specialtios such as automobite mechanics, weiding, and
Optional Activity or Feedback: An item that is not re-
qukedbutnsdemgnedtosmmrnandennchmere-
quired items in a learning experience.
Resource Person: Thepersonnndmrgeofycureduca-
tional program (e.g., the professor, instructor, adminis-
trator, instructional supervisor, oooperatmg/supemsmgl
classroom teacher, or training supervisor who is guiding
you in completing this module.
Student: The person who is receiving occupational in-
struction in a secondary, postsecondary, or other training
program.
Yocational Service Area: A major vocationa! field: agri-
cultural education, business and office education, market-
ing and distributive education, health occupations educa-
tion, home economics education, industrial arts education,
technical education, or trade and industrial education.
You or the Teacher/instructor: Thepersonwhotscom
pleting the module.

Leveis of Performance for Flnal Asgessment
N/A: The criterion was not met because it was not ap-
.plicable to the situation.

None: No attempt was made to meet the criterion,
although it was relevant,

Poor: The teacher is unable to perform this skill or has
only very limited abllity to perform it.

Falr: The teacher is unable to perform this skill in an ac-
ceptable manner but has some abllity to perform it.

Good: The teacher is able to perform this skill in an ef-
fective manner.

Excelient: The teacher is able to perform tms skill in a
very effective manner.
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Presont ormation with Overfead and Opeque Metorisks

Prosent informabon with Fimemps and Sidos
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Proger Sonmadon wilh Ao
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