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Instructions: Identify and rate the behaviour that helped or impeded your ability to actively listen to your partner.

Impeding Behaviours

	While _____________ was talking I …
	Usually
	Sometimes
	Rarely

	Planned what I was going to say
	
	
	

	Thought about other things—random thoughts unrelated to what we were talking about
	
	
	

	Interrupted the speaker
	
	
	

	Felt distracted by demands in my daily life 
	
	
	

	Tried to finish the speaker’s sentences 
	
	
	

	Fidgeted (played with my pen, tapped my feet, etc.)
	
	
	



Helpful Behaviours

	While _____________ was talking I …
	Rarely
	Sometimes
	Usually

	Kept eye contact with the speaker
	
	
	

	Positioned myself so that I faced the speaker
	
	
	

	Focused on the feeling behind the words
	
	
	

	Observed the speaker’s body language and noted what it told me about the speaker’s feelings
	
	
	

	Listened non-judgmentally, without evaluating content
	
	
	

	Asked relevant questions (to get more information)
	
	
	

	Clarified the message & the feelings behind the message
	
	
	

	Understood the key points in the message
	
	
	

	Was able to ‘stand in their shoes’ (i.e., understand their perspective in a non-judgmental, clear way)
	
	
	


Source: HRSDC Communications Essentials Module - http://www.hrsdc.gc.ca/eng/workplaceskills/essential_skills/general/tools_apps.shtm
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