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PA Career Education & Work Standards
Lesson Planning Guide
Practicing Good Speaking and Listening Skills
Strand #13.2:  Career Acquisition (Getting a Job)
CEW Standard #13.2.3A:  Identify appropriate speaking and listening techniques used in conversation.  
Approximate Time: Two 45-minute periods. 

Prerequisite Skills
Reading, Writing, Speaking and Listening*
1.6.3 Speaking and Listening
A.  Listen to others.

D.  Contribute to discussions. 

E.  Participate in small and large group discussions and presentations. 
Mathematics*
None
Science and Technology*

None
Career Education and Work*

None
Performance Standards
	Performance Standard
	Suggested Evaluation Method

	1. Identify and evaluate the parts and skills of good listening with 85% accuracy on the process rubric.
	Process evaluation: rubric


Suggested Projects

None
Multiple Intelligence Types

Verbal/Linguistic
Interpersonal

Resources
1.
Overhead/Handout - “A Good Listener Uses…”
See attached
2.
Overhead/Handout - “Skills in Good Listening”
See attached
3.
Handout - “Tell Me About You”
See attached
4.
Handout - “Did My Listening Partner…”
See attached
5.
Rubric - “Listening Lesson Rubric”

See attached
Equipment/Materials/Software
1. Overhead projector or computer with PowerPoint software and data projector
Any supplier
Suggested Learning Sequence

	Strategy
	Outline
	Resources/Equipment

	Performance Standard 1
	
	

	Introduction
	As a class, brainstorm the importance of being a good listener.  Make sure the following are covered:
· better understand assignments and what is expected of you

· build rapport with co-workers, bosses and clients

· show support

· work better in a team-based environment

· resolve problems with customers, co-workers and bosses

· answer questions

· find underlying meanings in what others say
	

	Presentation/ Discussion
	Use the two information sheets as handouts or overheads to engage students in a class discussion about the parts and skills of being a good listener.
	Resource #1

Resource #2

Equipment #1


	Activity/ Assessment
	Form teams of two to practice and assess their partner’s listening skills.  Pass out the handout with questions that each is to ask the other partner.  Go over the questions as a class so students understand what they are asking.
In addition, review the student process rubric as a class so students will be familiar with the attributes for which they will be graded.

Give the students time to ask each other the questions and evaluate their partners with the student evaluation sheet.

Related Academic Skills: 1.6.3A, D, E

Related SCANS/Soft Skills: Interpersonal A; Information A-C
	Resource #3
Resource #4

	Evaluation
	After the team partners have completed their evaluations of each other, pass out copies of the teacher evaluation rubric.  Go over each part of the rubric so they understand the evaluation criteria of each attribute.
Explain that each student is to follow the good listening skills at all times in the classroom and at home.  Instruct them to take the rubric home to their parents and have one of their parents evaluate the student’s listening skills at some appropriate time.  In addition, send a copy of the handouts about the good listening parts and skills home so parents can see what to evaluate.  Have students return the rubric with the parent’s signature.

Also explain that you will use the rubric to evaluate their classroom listening skills sometime in the future.  The evaluation will be unannounced and without the student’s knowledge of your doing it. Go over the completed rubric with the student after their evaluation.  This can be repeated as many times as needed until the student meets the evaluation criteria.

Explain that their final grade will be based on both the evaluations from their parents and teacher.

Related Academic Skills: 1.6.3A, D, E

Related SCANS/Soft Skills: Information A-C
	Resource #1
Resource #2

Resource #5


Related SCANS/Soft Skills
Resources

None
Interpersonal

A. Participates as Member of a Team

Information

A.  Acquires and Evaluates Information  
B.  Organizes and Maintains Information  

C.  Interprets and Communicates Information

Systems

None
Technology

None
Thinking Skills

None
Personal Qualities

None
Related Worksite/Work Based Activities

None
Additional Resources

None
______________________________

This planning guide was written by Elizabeth Brewer, School Counselor, Turbotville Elementary, Turbotville, PA.

A Good Listener Uses…
EARS to listen to the speaker.

BRAIN to concentrate on what the speaker is saying.

EYES for watching the speaker.

NOSE to point towards the speaker.

LIPS that are closed and quiet.

 HANDS and FEET that are quiet and still.

Skills in Good Listening

LOOK at the person talking.

THINK about what’s being said.

LISTEN -DO NOT INTERRUPT!

ASK a question or MAKE a remark.

NOD to show understanding.
  REPEAT what was heard.

Name of Speaker_________________

Name of Listener_________________

Date___________________________

TELL ME ABOUT YOU!

What job would you like to have when you grow-up? 

   Where would you like to travel someday?

What hobby would you like to have someday?

    What would you like to accomplish in your 

     life?

Name of Speaker_________________

Name of Listener_________________

Date___________________________

DID MY LISTENING PARTNER……

                                       YES   NO

Face me?                                        _______

Listen to what I said?                     _______

Show interest in what I was saying?_______

Nod as I talked?                              _______

Wait for me to stop talking?            _______

Ask questions or make a comment?   _______

Repeat own words of what I said?    _______

	“Listening Lesson Rubric”

Student Name:     ________________________________________ 



	


	CATEGORY 
	4 
	3 
	2 
	1 

	I used the good listening PARTS (my ears and eyes, etc)
	All the time. 
	Almost all of the time. 
	Part of the time. 
	I was silly and/or off task.

	I used the SKILLS of good listening. 
	All of them 
	Almost all of them.
	Some of them.
	Only 1 of them as I was silly and/or off task. 


8 Points Possible

Total Points__________
* Academic Standards, Pennsylvania Department of Education
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