10 STEPS TO EFFECTIVE COMMUNICATION

1. Question to always have in the forefront of your mind when talking to anyone:

DO THEY FEEL UNDERSTOOD BY ME

2. LISTEN: When another is talking, listen and wait until they’re done, do not talk over them or interrupt.

3. VALIDATE FEELINGS:  Start with validating their feelings: “That must have been disappointing” Validating feelings DOES NOT mean you agree with them.
4. REPEAT: Repeat what the other person just said and ask them if you got it right to make sure you understand what they are saying.

5. NOTICE CHANGES: If you notice a change in the other person: crying, red face, change in facial expression: STOP talking and ask them what just happened. Take care of them first, help them feel safe and then continue your conversation.
6. DON’T MAKE ASSUMPTIONS: Don’t make assumptions and react based on your assumptions. CHECK THINGS OUT: “When you looked away is it because you don’t care about what I’m saying?”
7. ASK FOR A TIME OUT: Agree on a time-out signal or word. If you or the other person is too upset: know that the ability to think rationally is gone. Use your signal, ask for a time out and YOU come back in 30 minutes. 

8. DON’T MAKE ACCUSATIONS: Use “I feel” statements. Tell them how what they said or did makes you feel. Don’t say: “You don’t care about me!” Do say: “It makes me feel like you don’t care about me, when you don’t pick up after yourself.”
9. PREFACE WITH A POSITIVE: Preface difficult-to-hear feedback with something that they do well.

    10.  DON’T GET DEFENSIVE: Listen with curiosity. If someone is 

           accusing you of something, ask clarifying questions. What they

           say will upset you only if you believe them.  
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