GUIDE TO GOOD LISTENING               

Warmth and caring

        Being concerned, accepting and caring

Empathy
Trying to understand how it feels to be in someone else’s’ shoes and showing that you      want to understand.
Non-judgemental acceptance

Not being shocked or judging someone; accepting the person and their feelings

Respect

Allowing someone the dignity of having the right to feel any emotion and the free choice to choose any (safe) action

Genuineness

Being real,  not just someone playing a role

Limit your own talking

The most important and useful thing to do is listen
Clarifying

Make sure you really understand what the person is trying to say, or what their behaviour means. Do not be afraid to check out with the use of further questions
Summarizing
Repeat back the main points of your conversation to unsure you have understood the  person’s thoughts and feeling and to confirm to them you have been really listening

Questions

Try to make your questions open ended. This means they cannot be answered by a yes or no. Also avoid interrogation
Don’t interrupt

Even a long pause does not mean the person has finished all they want to say. Give them time to think

Listen for feelings

Don’t just concentrate on the facts,  they are often less important than the feelings

Don’t assume or jump to conclusions

Don’t complete sentences for the person either verbally or in your head.

Listen for overtones

You can learn a good deal from the way a person says things and what they do not say

Concentrate

Focus your mind on what the person is saying, you may want to find a space where there are no distractions 
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