Communication Cheat-Sheet
This is just a handy list of reminders about some simple things that promote good communication. Use them especially when you’re talking about things that really matter.
ACTIVE LISTENING

1. Body Language - Open posture, facing the other person, making eye-contact

2. Show you are listening - nodding head, "uh huh"

3. Rephrasing and seeking clarification - "I hear you saying..." 

HELPING QUESTIONS

1. Help me understand...

2. How do you feel about that?

3. What is the belief you have behind that feeling?

4. What do you want?

5. What do you need?

6. What do you want or need from me?

7. Is there anything I can do to help?

BLOCKS TO COMMUNICATION

1. Evaluating or judging - "That's wrong."  

2. Lecturing or "preaching".

3. Giving advice, especially if not requested.

4. Devaluing - "That's ridiculous."  "You shouldn't feel that way."

5. Trying to cheer up the other person.

6. Name-calling or personal attacks.

7. "You always..." or "You never..."

8. Shoulds or ought-to's; moralizing.

9. Yelling or other aggressive behavior.

10. "You"-statements

11. If you want to request a change in behavior use the formula: "I feel ________ when you _________ and I wish you would ______"

RULES FOR GOOD COMMUNICATION

1. Stick to the topic. Finish one issue before beginning another.

2. Emphasize "I-messages" and feeling statements - "I feel..." rather than "You did..."

3. Be direct about wanting to talk.

4. Make sure the other person is ready. Schedule another time if necessary.

5. Respect the other person's thoughts, opinions and feelings.

6. The process of communicating is more important than immediate outcomes or problem-solving.
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