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CHAPTER OVERVIEW
This chapter focuses on active listening as a key skill for improving relationships.  It also emphasizes that active listening and comprehending material is fundamental to taking efficient notes.  Although students take notes frequently in school, they may not see the connection between taking notes and being an active listener, nor see the relationship between these two concepts and success in their jobs.  Discuss taking notes in classes, meetings, seminars, and from phone calls.  Ask students if they can think of ways to make a passive process like note taking more physical.  Discuss ways in which students can stay alert while listening to lectures.

CHAPTER OBJECTIVES

Students will learn:

· Active listening strategies

· How to take notes in alignment with their learning styles

· The different note-taking systems

· Effective note-taking strategies

CHAPTER OUTLINE
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Recording the Message

Formal Outline
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Assessment and Review

Worksheets:
· Worksheet 4.1:  Applying the ABCDE Method of Self-Management

· Worksheet 4.2:  Sorting Information With a Mind Map

· Worksheet 4.3:  Focus on Ideas

· Worksheet 4.4:  Note-Taking Checklist

· Worksheet 4.5:  Listening and Note Taking in the Workplace

· Worksheet 4.6:  Life Assessment

· Worksheet 4.7:  Ongoing Assessment and Action Plan

· Worksheet 4.8:  Good Listening Habits

· Career Development Portfolio: Listening Self-Assessment

SUCCESS PRINCIPLE 4:  Focus on the MESSAGE, not the presentation.

VISUALIZATION: 

You may want to add that although you’ve discussed power of visualization as a tool for self-management, it is easy to fall into negative thinking instead of using critical thinking and creative problem solving.  They should have no problem writing the journal entry in Worksheet 4.1.  Tell them that this chapter will give them the tools for staying alert and being active listeners.
TEACHING TIPS
Listening to the Message

To prepare students for this section, have them note in their journals the conflicts they observe that result from communication breakdown and ineffective listening.  Most students have at least one class in which they have difficulty listening to the instructor or taking effective notes.  
Discuss with students:
-
Ways in which they have found to be effective in dealing with instructors who talk too fast or are hard to follow.

-
Strategies they can use to listen actively, take more detailed notes, stay alert, and be assertive in asking questions.

-
How students can assess their listening skills and make connections to job and personal relationships.

-
Situations such as listening:

· to roommates.

· to class.

· to parents.

· to coworkers.

· to directions.

· in meetings.

· to friends.

· to siblings.

-
Situations in which they have the most trouble listening.

-
How listening affects students’ relationships with family and friends.

Ask students for examples of people who are effective listeners.  Many will say that they know few people who are really good listeners.  Stress that students must be willing to apply the necessary strategies to be active listeners.  Discuss active listening strategies and ask for more tips.

Note Taking
Discuss with students that importance of taking notes consistent with their learning styles.  This discussion will lead into a review of note-taking systems and how each one offers an advantage.  Students should assess their learning styles and choose the note-taking system that best fits their particular style.  They should be encouraged to experiment and try a combination of different note-taking systems.
Recording the Message
Discuss the different note-taking systems: formal outline, creative outline, mind map, Cornell method, and combination note-taking system.  Have students review common symbols used in note taking.  Compare these with suggestions from other students and ask for additional examples.

Note-Taking Strategies
Ask students to assess their note-taking skills.  Do they have a shorthand technique to help save time?  Do they edit and review their notes after class?  Do they use a traditional outline, a mind map, or a combination of the two?  Do they take notes while reading their textbooks?  Discuss strategies for effective note taking.  Which tips work best for them?

Emphasize the importance of eliminating nonessential material from key points during note taking.  Suggest that students ask themselves: Is this important?  How does this connect with other material?

This is a good time to connect strategies from other chapters.  Ask students:


-
How attending every class and sitting in the front row helps them listen and take better notes.


-
How completing reading and homework assignments can improve note taking.


-
What they have learned about time management that would help them take better notes.


-
How increasing their energy and improving their health can help them to stay alert.


-
How a positive attitude and a motivated state of mind can increase their ability to listen actively.

Assessment and Review
Review with students the strategies for effective listening and note taking.  Refer to the Note-Taking Strategies on page 4-15 and 4-16, and have students discuss the merits and shortcomings of each strategy.

IN-CHAPTER CRITICAL THINKING QUESTIONS
Figure 4.1:  Signal Words and Phrases

Page 4-4

Which words or phrases do your instructors use most often?

Answers will vary according to each student’s group of instructors.

Figure 4.2:  Sample Formal Outline

Page 4-8

What is one advantage of using a formal outline?

Answers will vary, but may include that a formal outline is easy to follow because it is organized, consistent, and shows headings, main points, and supporting examples.

Figure 4.3:  Sample Creative Outline

Page 4-9

What other items might you include on the left side of the outline?

Answers will vary, but may include using items such as key words, questions, graphs, definitions, stories, dates, or formulas.

Figure 4.4:  Sample Mind Map

Page 4-10

What is another advantage of using a mind map?

Answers will vary, but may include that a mind map lays out the information for you to see the main concept and its supporting pints.  It may increase comprehension, creativity, and recall.

Figure 4.5:  Mind Map Template

Page 4-11

Which mind map design do you prefer?

Answers will vary according to each student’s preference.

Figure 4.6:  The Cornell Method

Page 4-13

Which personality type might prefer the Cornell method?

Answers should include that a supportive personality type might prefer this method of note taking.

Figure 4.7:  Combination Note-Taking System

Page 4-14

Which note-taking system do you prefer?

Answers will vary according to each student’s personality and preferred learning style.

Figure 4.8:  Note-Taking Shortcuts

Page 4-17

What is the essential element in taking effective notes?

Answers should include that the essential element in taking effective notes is to be prepared.

FEATURE NOTES

Personal Performance Notebook

4.1:  Active Listening

Page 4-7

This purpose of this exercise is to help students understand the importance of listening and the connection between listening and attitude. Have students:

-
Assess their attitudes in different classes.  What is one thing they could do to improve their listening?  Ask students to write down the name of someone they consider a good listener; ask them if they like this person.

-
List daily situations where listening is critical.

-
Brainstorm more strategies for improving listening skills.

-
Determine how they can watch for cues that information is important.

4.2:  Mind Map

Page 4-12

Have students create a mind map using a chapter from one of their textbooks.  Have them discuss and share examples with their study group.  Ask students if a mind map helps them organize information.

4.3:  Reflection

Page 4-19

The purpose of this exercise is to have students assess what they are doing now as they go to classes, their levels of preparation, the problems they are having, and the strategies that would be most helpful.  Have students discuss if they are having trouble following their instructor’s style and strategies that can help them overcome this barrier to effective listening and note taking.

Peak Progress

4.1:  Applying the Adult Learning Cycle to Becoming and Active Listener

Page 4-6

Stress how important it is to add meaning and intention to becoming an active listener.  Go through the adult learning cycle and discuss why listening takes practice and focus.

4.2:  Overcoming Barriers to Effective Note Taking

Page 4-20

Continue the discussion of overcoming barriers through commitment, discipline and practice.  Ask students for examples of the times their attitudes affected their ability to listen.  Have students write down other barriers to active listening and note taking.  Next, ask them to list the strategies that they use to listen.

1.
Discuss how students can use active listening and note taking in all their classes.  Ask students to write down their barriers to listening during one or two lectures.  They should make note of when they daydream or when they argue mentally with the instructor.  This exercise will help students to become aware of their intentions, biases, and distractions when listening.

2.
Ask them for their favorite excuses for not listening and taking ineffective notes.  What excuses are students willing to relinquish to make their lives better?

3.
Discuss strategies to overcome the barriers.

Career in Focus

Listening in the Workplace

Page 4-21

What kinds of problems might occur at the workplace that could be addressed by a firm’s psychologist?

Answers may include that cultural and gender diversity, sexual harassment, and communication problems between employees and/or management can be addressed by a firm’s psychologist.

Peak Performer Profile

Anna Sui

Page 4-22

For the career of your choice, how would active listening and note taking contribute to your success?

Answers will vary, but should include that effective listening and note taking is crucial for success in any career.  You get respect from colleagues by actively listening to them; you are better able to meet the demands of your job effectively taking notes and asking the right questions; you are better aware of the goals you need to meet, and you are well prepared when giving presentations.

REVIEW AND APPLICATIONS NOTES

Potential answer to Review Questions on Page 4-24.

1. What is active listening?
It is a conscious decision to be fully attentive and to understand the intent of the speaker.

2. Why are active-listening and note-taking skills important to learning?


They will help improve performance at school and on the job.

3.
Name five types of outline systems.

The five types of outline systems are: formal outline, creative outline, mind map, the Cornell method, and the combination note-taking system.

4.
Why is “Go to every class” an important note-taking strategy?

You cannot take effective notes if you are not there.

5.
What should you do with your notes after attending class?

Assess and review: summarize, edit and revise, review, and monitor and evaluate.

Revisualization

Page 4-24

Students’ journal entries will vary.  Students should be able to conclude that active listening leads to more effective note taking.

Case Study

Developing Active Listening Skills

Page 4-25

The purpose of this case study is to show the importance of active listening and developing accurate note-taking skills.

In the Classroom

1.
Roxanne needs to listen actively to the concerns of her roommates and not blame others or justify her mistakes.  She may want to ask her roommates for suggestions.  First, Roxanne must be sensitive to her roommates’ needs and concerns, and be willing to change.  She might ask herself how she would feel if her phone messages were distorted or lost.

2.
Roxanne needs to recognize the importance of taking accurate messages.  Paraphrasing the message after she writes it down and repeating phone numbers should help clarify the message.  A notebook that is only use for phone messages will also help.

In the Workplace

3.
Roxanne needs to practice listening without interrupting.  She could ask a trusted friend or coworker to remind her when she interrupts.  Being in the present and mindful of the moment would greatly help Roxanne with her problem of being scattered and distracted.

4.
The one habit that may help Roxanne would be to paraphrase information to see if she understands the intended spirit of the message.  She could also practice focusing on the speaker’s message and ask for clarification rather than being so eager to respond or jump in with her opinion.

WORKSHEETS

4.1:  Applying the ABCDE Method of Self-Management

Page 4-26

Ask students to review the visualization exercise and discuss how they can use critical thinking to dispel negative thoughts, use creative problem solving to explore new solutions, and increase their energy and positive attitude.

4.2:  Sorting Information with a Mind Map

Page 4-27

Students will find it useful to draw a mind map of chapters and lectures.  Have them bring examples to class.

4.3:  Focus on Ideas

Page 4-28

This worksheet will help students organize information in all their classes.

4.4:  Note-Taking Checklist

Page 4-29

This checklist will help students review the main steps in effective note taking.

4.5:  Listening and Note Taking in the Workplace

Page 4-30

This worksheet will help students practice how they will demonstrate active listening and note-taking skills in the workplace.

4.6:  Life Assessment

Page 4-31

Students should find a quiet time to reflect on the kind of person they want to be when they are older and the legacy they want to leave behind.  Ask students what they want to be remembered for in life.  This application incorporates themes from other chapters and helps students look at the bigger picture.

4.7:  Ongoing Assessment and Action Plan

Page 4-32

This application will help students review the activities that they are good at doing and focus on their strengths.  Stress the importance of self-assessment and feedback for improving their skills.

4.8:  Good Listening Habits

Page 4-33

This worksheet will help students identify effective listening habits.  This application makes a good discussion for small groups.

Career Development Portfolio:  Listening Self-Assessment
Page 4-34

Encourage students to assess their listening on a regular basis.  If they are having trouble in a class, at work, or in a relationship, they may want to evaluate their listening skills.

ADDITONAL ACTIVITIES

A note to the Instructor:  These activities are exclusive to this manual.  They are designed to meet the individual needs of your students.  If applicable, these activities can be assigned to pairs or groups of students.

Active Listening and Note-Taking Strategies

In small groups, have students pretend they will take an evening class for job advancement.  They are also working full-time with family and community commitments.  They often find themselves tired.  Ask them what they would suggest to stay alert and mindful?

Practicing Note-Taking Skills
Assign students to groups of two.  In their groups, ask for one of the students to talk about an event, a class, or a chapter from a book they are reading, and have the other student listen and take notes.  After a duration of three minute, have the groups review the notes and discuss how effective the student’s listening and note-taking skills were.  Then have students switch roles and repeat the process.  Next discuss with the class how each group performed.

Improving Listening Skills
Ask students to write a short paragraph that answers the following two questions:

1.
How can you enhance your auditory sense?

2.
How can you create more hands-on activity in note-taking?

ADDITIONAL RESOURCES

Kesselman-Turkel, Judi, & Franklyn Peterson. Note Taking Made Easy. New York: McGraw-Hill, 1982. 
Lebauer, Roni S. Learn to Listen and Listen to Learn: Academic Listening and Note-Taking. New York: Prentice Hall, 2000.

Lim, Phyllis L., & William Smalzer. Noteworthy: Listening and Notetaking Skills, 2nd edition. Boston: Heinle & Heinle Publishers, 1996.
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