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Guidance
Developing Communication Skills
This is a useful communication tool which can be used both in discussions following a lesson observation and as part of the Learning Rounds process.
Communication Skills and Strategies:
1. Active Listening:
· Attend fully to the speaker, lock out competing thoughts, lean forward, make eye contact, and pause before responding. 
· Attend to the conversation. 
· Feel free to make some notes to use to ask questions later.
2. Paraphrasing: 
· Restate what was said to indicate acceptance, encouragement, and understanding. 
· Avoid "I" because it signals that what the speaker is thinking no longer matters and that the paraphraser is going to insert his or her own ideas into the conversation. 

3. Clarifying Questions: 
· Add clarity to the conversation. 
· Are factual questions. 
· Help the speaker to be more specific. 
· Do not require a lot of thought to answer. 
4. Probing Questions: designed to get a colleague or the school to think more deeply about effectively delivering change.
· Help school colleagues to think more deeply about a topic. 
· Are often prefaced by a paraphrase. 
· Are open-ended and do not carry a solution (it is better if the questioner does not have the answer). 
· Are questions that help focus the colleague or school representatives rather than satisfying questioner’s curiosity.
 (Adapted loosely from Garmston & Wellman, 2002)  
Paraphrasing can:


Create a safe environment for thinking. It says, “I am trying to understand you, and therefore I value what you have to say.” 


Help to establish a relationship between you and participating colleagues. 





Examples of Clarifying Questions: 


How many teachers will be involved? 


Will you have staff working in groups? 








