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May the words of my mouth 
and the thoughts of my mind 

always find favor with you, 
O God, my rock and my redeemer. 

(Adapted from Psalm 19:14)

Words of
Wisdom
Do not stop yourself

from speaking at the

proper moment, and do

not hide your wisdom.

For it is through your

speech that your

wisdom will become

known to others. Do

not contradict the truth.

Do not be ashamed to

admit your guilt and

confess your sins. Be

aware of and ready to

admit how much you

don’t know. Avoid

listening to those who

would lead you astray,

whether they be fools or

rulers. Fight to the death

for truth, and the Lord

God will fight for you.

(Adapted from Sirach 

4:23–28)

Look through this booklet and write down the most important things
about communication you learned in this course. Then fill out the
rest of the page. Remember that no one will see this page but you, 
so be as honest and open as you want to be.

In this course I have discovered that . . .

I will work to improve my communication style by . . .

The person with whom I will try to communicate better is . . .

T H E  S E Q U E L
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Love one another as Jesus loved us.

This may be the f irst time you’ve had an actual course on commu-
nication, but you are already quite an experienced communicator.
In fact, you’ve been communicating since the moment you were
born. Back then you communicated by crying. Different cries gave
the people who took care of you a clue about what you needed.
Soon you learned to smile and giggle and make all kinds of faces.
You were able to convey a variety of messages using these skills.
Finally, you learned to talk. Then the doors of communication
were wide-open for you.

You have spent a lot of time since you were about two years old
trying to say things in such a way that other people would listen
and understand. And you’ve spent a lot of time listening to and try-
ing to understand other people. That’s what this course on com-
munication is about. It’s about saying what you want and need to
say in a way that will help your relationships grow.

In the next few weeks, you will learn a lot more about commu-
nication. You will also get a chance to practice many of the things
you learn. Keep in mind that the basis of all good communication
is respect for yourself and other people. After all, that is Jesus’ main
message to each of us:

Welcome!
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Read the following situations and for each one circle the letter of the answer that
best resembles how you might respond. If none of the responses comes close to what
you would say or do, write your own response on the blank line.

1. I am walking by myself when I come upon a group of kids from my school.
One of them calls my name out loud and says, “Hi.” The whole group then
looks at me.

a. I wave and keep going.
b. I say, “Hello,” to the person who called me and then move on.
c. I smile and say, “Hi,” to the person who called me and then talk to the rest

of the group too.

d.

2. In the situation described above, I notice the group f irst and no one 
notices me.

a. I just keep going.
b. I say something like, “Hi, everyone!” and make sure they hear me.
c. I walk up to the group, say, “Hello,” and join the conversation.

d.

3. After school someone I helped in class comes up to me and says: “Thanks for
your help. I just wasn’t sure how to begin the assignment. You really cleared
things up.”

a. I change the conversation by talking about something else.
b. I say something like, “Thanks a lot for saying that.”
c. I say something like, “No problem.”

d.

4. Someone in the group has been ignoring me for a week or two, and I am tired
of it.

a. I ignore the person who is ignoring me.
b. I tell another friend about it.
c. I go to the person who is ignoring me and ask what is wrong.

d.

A  C O M M U N I C A T I O N  S E L F - A S S E S S M E N T
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Read each brief situation. Work with your group to come up with an adult-level response

that you could make in the situation.

1. Your room is a mess, and your parents have asked you to clean it up many times.

While you were on the phone, your mom walked into your room. Now she wants to 

talk to you.

2. Your parents want you to call home when you get to your friend’s house for the pizza

party. But you would be embarrassed to call in front of your friends and report in.

3. Your teacher wants to see you right after school. She wants to talk about assigning you

extra homework to make up for the low grade you got on your test.

4. Your sister wore your favorite sweatshirt without asking your permission. You had

planned to wear the sweatshirt to the football game today, but now it is in the laundry.

5. You and your three friends are ordering pizza. Two of them want pepperoni, and one

wants mushrooms. They decide on a mushroom-and-pepperoni pizza, but you cannot

stand pepperoni.

6. You want a part-time job so that you can buy some clothes. Your parents want you to

spend more time studying because your grades are sinking.

7. You have been on the phone for thirty minutes. During that time you have noticed that

your dad is extremely upset because he told you that he was expecting an important call.

8. You have just baby-sat your neighbor’s children. Your neighbor pays you three dollars

less than the agreed upon amount.

9. Your mom seems really tense and overworked lately. You ask how her day went, and she

doesn’t even answer you.

10. You are trying to think of a way to ask your parents for permission to stay overnight at 

a friend’s house. You know that your parents do not want you hanging around with the

kids who will be at the overnighter.
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People communicate with one another at one of three levels. The levels have little to do
with a person’s age or role in life. Each level is needed at some time. Each level has its
strengths and its weaknesses, that is, times when that style of communication is used in
appropriate or inappropriate ways. Below are listed the three levels of communication
with their strengths and weaknesses, and examples of each.

The parent level helps, supports, and
directs.

• If you keep doing that, you will get hurt.

• I’m proud of you!

• Fire! Everybody out of the building!

The adult level provides information,
seeks knowledge and workable solutions,
and identifies values.

• Let’s work together on this.

• What do you think about . . . ?

• It’s important that we agree on this.

The child level is carefree and whimsical.

• I just love the autumn!

• That party was so much fun.

• Do you want to go to that concert with
me?

Strengths

The child level is not effective when it is
demanding or self-centered, seeking
gratification.

• It’s no fair!

• I want to go home now!

• This is so stupid!

The adult level is sometimes out of place
and becomes dull and tiresome.

• When I was your age, . . .

• We’ve got to do a little more research
before we try it.

• I always do it this way.

The parent level is sometimes inappropriate
when it judges, tells, and gives orders.

• Don’t do that!

• You’ll do what I tell you when I tell you!

• Don’t you know any better?

Weaknesses

for Your

Remember

That . . .

• The level of communication that a person uses has little

to do with how old he or she is.

• Each level of communication is needed at some time.

• How something is said is just as important as what is said.

• The best kind of communication is when both people are

speaking on the same level.

• Communicating at an adult level most of the time is a

sign of maturity.
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5. My best friend has been making fun of another person in class.
Even though the other person does act weird sometimes, I think 
that my friend is being cruel about it.

a. I tell my best friend to stop.
b. I pray that my best friend stops.
c. I drop some hints and hope that my best friend gets the message.

d.

6. One of my friends has an older sister who is a senior in high school. One day,
while I am at their house, my friend’s older sister and her friends walk in and
hang around for a while in the den, where my friend and I are.

a. I slouch in my chair.
b. I get up and stand with my arms folded.
c. I look down at the f loor.
d. I turn toward my friend’s sister and her friends and talk to them.

e.

7. I am on the phone for forty-f ive minutes talking to my friend about a prob-
lem I have. I suddenly realize that my friend has been a good listener, and I
appreciate all the support and care I have received.

a. I say something like, “Thanks for listening.”
b. I say something like, “See you tomorrow,” and trust that my friend knows

that I am grateful.
c. I say something like, “You really are a good listener and a good friend.”

d.

8. I am confused about what other people at my lunch table are talking about.
They seem to be talking about something important, but I don’t know exactly
what it is.

a. I just keep quiet.
b. I say something like: “Wait a minute, I’m lost. What are we talking about?”
c. I try to crack a few jokes.

d.

9. A friend comes to me with a problem.

a. I try to f ind a solution.
b. I tell my friend about a time when I had a similar problem.
c. I ask my friend questions about the problem.

d.

10. During supper my dad asks me what kind of day I had at school.

a. I say something like, “It was okay,” and keep eating.
b. I stop eating and tell about the best or the worst thing that happened.
c. I nod my head to show that everything went well and go on eating.

d.
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GROW

Remember

That . . .

• To be human means to communi-

cate with other human beings.

• Communication happens in many

different ways. We use words,

facial expressions, body lan-

guage, tone of voice, or even

silence to communicate.

• Good communication helps to

enrich and strengthen our rela-

tionships.

• Poor communication can lead to

misunderstandings, conflicts,

and tension in our relationships.

Helping My Relationships

x

x

Your feelings count. Your opinions
matter. And your words deserve to
be heard. (Pamela Espeland and
Rosemary Wallner, Making the Most
of Today, page 294)

Do not refrain from speaking at the
proper moment, 

and do not hide your wisdom.
For wisdom becomes known through

speech, 
and education through the words of

the tongue.
(Sirach 4:23–24)

x

w

w

From the list the group created during the session, write down some suggestions for com-
municating with people that will be most helpful for you to remember.

Think of the different relationships you have—with family members, relatives, friends,
teachers, and classmates. Now think of a person or a group of people with whom you want
to communicate better. In the space below, write the initials of that person or those persons
and describe how you think you can communicate better.

Initials:

I think I will be able to communicate better if I
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Below are five signs of life. Whenever you resolve a conf lict,
renewed and strong life is possible between you and the other
person. Be ready to discuss these vital signs with your group.
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Do not repay anyone evil for
evil; be concerned for what is
noble in the sight of all. If 
possible, on your part, live at
peace with all. Beloved, do 
not look for revenge. (Romans
12:17–19, NAB)

You’re right from your
side, I’m right from mine.
(Bob Dylan)

A problem is a chance for
you to do your best. (Duke
Ellington)

To disagree, one doesn’t
have to be disagreeable.
(Barry Goldwater)

Resolving conf lict is a sign of
maturity. When you search for
ways to resolve conf lict, you
know that you are leaving child-

ish actions and attitudes behind.

Resolving conf lict is a sign of
freedom. You free yourself from
negative feelings, from wanting

to hurt someone or get even,
and from coming out best by

keeping others down.
Resolving conf lict is a sign 
of God’s presence. God
wants you to be a reconciler.
Jesus gave his life to reconcile

people with God. The Holy
Spirit gives you the strength and

the wisdom to become a reconciler.

Resolving conf lict is a 
sign of caring. When 
you resolve a conf lict with
someone, you show that

person that you care a lot
about her or him. If you did

not care, you would not bother.

Resolving conf lict is a sign of
courage. You are strong enough to
patch up broken relationships. You
are strong enough to break free
from anger. You are strong enough

to risk being rejected. You are
strong enough to move toward peace.

2.

1.

3.

4.

5.

VITAL SIGNS
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Listen carefully to these words as they are read. Think about
a conflict that has not been settled in your life. Write your
thoughts after you listen prayerfully to Jesus’ words about
reconciliation.

One day Jesus was speaking to those who came to hear
him. He remembered the old days and the old sayings.
Then he said:

Most of all I want you to remember this. Your care
for your brother and sister must be very great. If
you are on your way to bring an offering to the altar
and you remember that your brother or your 
sister has something against you, leave your 
gift. Turn and go to see your brother or 
sister. Be reconciled and make peace. Then 
bring your gift to the altar. (Adapted from 
Matthew 5:23–24)

20

Write a letter to someone you are having a conflict with. Tell that person
about all that you have learned in this session. Suggest ways that the two
of you can work things out. Send the letter if you want to, or just keep it
tucked away in a safe place.

TryThis
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Your expression is the most 
important thing you can wear. 
(Sid Ascher)

Remember
That . . .

• Everyone communicates nonverbally through facial expres-

sion or body posture.

• Nonverbal expressions send loud messages.

• Nonverbal messages are often unconsciously communicated.

• Good communication requires careful attention to nonverbal

messages.

Other things I want to remember:

TryThis
When communicating with others, we can show care and respect for them.

When we do so, they get the picture that we care about them. Here are five

ways to truly communicate well:

1. Sit or stand at eye level to the person to whom you are speaking. Avoid

standing or sitting too far away or too close.

2. Avoid blocking gestures, such as folding your arms across your chest,

and scolding gestures, like putting your hands on your hips.

3. If you are sitting in a chair, try to sit in a position that shows your interest.

Avoid slouching. Try leaning slightly toward the other person or persons.

4. Always look at the other person when you speak and when you listen.

5. Be aware of your facial expressions. Are you relaxed or tense? warm or

cold? welcoming or uneasy?
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1. Stop and think about what you want to say.

2. Pay attention to how your face and body are communicating nonverbally.

3. Speak in an even, calm tone of voice.

4. Look at the person or group 
to whom you are speaking.

5. Know your thoughts or feelings.
Be ready to give reasons for what you think and feel.

6. After you have spoken, listen openly for responses.

6

Let your speech always be gracious,
seasoned with salt, so that you may
know how you ought to answer every-
one. (Colossians 4:6)

Self

When you want to say what is on
your mind and in your heart, try to
follow these steps.

E p r e s s You r

Real
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Resolution
Read the conflict-resolution 

steps listed below. Think about a conflict you are
experiencing or have recently experienced. Which of these steps can you use
or could you have used to resolve this conflict?

Read the two situations below. With your partner
choose one situation and try to resolve it. Use the
eight conflict-resolution steps listed above.

Mrs. Wright has called Juanita to 
baby-sit. When Juanita gets to Mrs.
Wright’s house, she is left with Mrs.

Wright’s children and two neighbor children. When
Mrs. Wright comes home, Juanita is cleaning up a
broken plate, and three of the four children are crying.

Juanita is angry because Mrs. Wright stuck her with
all those children. What can Juanita say?

Tom likes Herb a lot because Herb 
makes him laugh. But Herb also is
obnoxious, and he makes cracks about

Phil, who is a really nice guy. Phil doesn’t get Herb’s
jokes and doesn’t know what to say. Tom likes Phil, and
he knows that Phil would not hurt a flea. What can
Tom say to Herb?

Conflict 1

Conflict 2

Conflict

Remember
That . . .

The next time you find yourself in the

midst of a tough situation, remember

these four Ts of resolving a conflict:

• Take time out. Stop and take a few

moments to cool off before you 

say hurtful things.

• Think about the situation before 

you act or talk.

• Talk through your feelings with the

other person.

• Trust in the goodness of the other

person. Trust that God will help you

work things out.

19

Take time out.

Think

Talk

Trust

1. Find a time when you and the person
with whom you want to speak are calm
and free from distractions. Do not dis-
cuss the conflict when you are at the
height of anger, but do not wait too long.

2. Look straight at the person. Be positive.
Let your posture, actions, and words
show that you are ready to work at a
solution.

3. Listen to the other person’s viewpoint
completely.

4. Tell your side of the story properly.
Use “I” statements and avoid “you”
statements.

5. Own your part of the conflict. It takes
two people to be in conflict.

6. Make sure that you are open to hearing
the solutions offered by the other person.

7. Suggest a solution in which you and the
other person both give a little and get a
little. This is called a “win-win” solution.
Avoid a solution in which only one per-
son “gets” and the other has to “give.”

8. Apologize, if appropriate. You can use
this method: “[Person’s name], I’m sorry
about [be specific as you name the
action]. I realize that [name the effect it
had on the other person].”
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Here are some examples of how to turn f ighting words into inviting words:

“You” Statements
✖ You always let her get away with

excuses for not doing the dishes.

✖ Why don’t you stop teasing me
about my height!

✖ You make me so mad when you
don’t tell me what’s going on!

✖ Can’t you just listen for once!

“I” Statements
✔ When you let her get out of

doing the dishes, I feel angry
because I have to do her work as
well as my own.

✔ When you tease me about my
height, I feel hurt because there
is nothing I can do about how
tall I am.

✔ When you don’t tell me what the
group has decided to do on
Friday after school, I feel left out.

✔ When you talk so much, I feel
like I can’t tell you my side of the
story.

Think about a conflict you are having right now with someone. In a notebook or journal,
if you keep one, write a list of all the “you” statements that you would like to say to that
person. Then on the next page, rewrite all the “you” statements as “I” statements.

TryThis

words

A soft answer turns away wrath,
but a harsh word stirs up anger.

(Proverbs 15:1)
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Think about the person or group you mentioned in “Helping My Relationships Grow” on page 4 of this
booklet. Imagine yourself speaking to the person or group. In the space below, write what is on your
mind and in your heart. Use the sentence-starters if you wish. Remember that no one will read this.

7

Saint Paul said some important things to the people in Ephesus. Look over the passage below.
Wherever you see a blank, write in your own name. After you’re finished read the passage to yourself,
inserting your name in Paul’s words. Think about what it means for your life and your relationships.

So then, let us put away false ways of being and talking, and let all of us speak the truth to

everyone, for we are members of the same body. _________________________, be angry, but do

not act in anger; _________________________, do not let the sun go down on your angry conflicts

with others, and _________________________, do not make room for evil in your life. . . . Let no

offensive talk pass your lips, _________________________; let your words help other people

improve themselves, _________________________. Do good for those who hear you. . . . And

_________________________, be kind to others, tenderhearted, forgiving others, as God in Christ

has forgiven you. (Adapted from Ephesians 4:25–32)

TryThis

(name or names)

I think that 

and I feel 

when (name a specific action or event)

because (list clear reasons) 
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*These eight reminders can help you
be a good listener:

1. Get close enough to hear the person you
are listening to.

2. Assume a posture that lets the person know
that you are paying attention, that you
care, and that you are ready to accept what
he or she has to say.

3. Listen closely, right from the beginning.

4. Pay attention to the person’s tone of voice,
body language, and facial expressions.

5. Focus on what the person is saying. Wait
to speak until the speaker specifically asks
you a question.

6. Avoid thinking about what you want to say
next or using the speaker ’s ideas as a way
to take over the conversation.

7. If the person has a problem, help that
person make his or her own decision. 
Avoid giving advice about what you would
do. Help the person understand his or 
her situation, decide, and feel good about
making a personal decision.

8. If the problem involves dangerous risks to
the person’s physical or emotional well-
being, seek the help of a trusted adult.

This week observe some of the
conversations that happen among
your friends and family. See how
much active listening is going on.
Make it a point to practice your
active-listening skills with people
you know.

TryThis

A
Listening
ListeningActivective
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When we use inviting words—or “I” statements—we admit that
we own our feelings about and reactions to situations. We also pin-
point a specific cause behind our feelings or thoughts. Identifying 
the cause makes it much easier to solve the problem and resolve the
conflict.

“I” statements have two parts:

✔ a description of the behavior of the other person

✔ a word or two about how we feel when that behavior 
happens

Here is a simple formula for turning “you” statements, or fighting
words, into “I” statements, or inviting words:

When you I feel .

We might also want to add a third part—a “because” statement that
describes what effect the person’s behavior has on our actions or plans.

People have better success resolving conflicts if they change their
f ighting words to inviting words. When we use words—
or “you” statements—we accuse and blame the other person for
the way we feel. The other person feels attacked, and the conflict
may escalate. Some common f ighting words include these:

✖ You make me so mad.
✖ You shouldn’t say that.
✖ Why don’t you just stop it!
✖ You never . . .
✖ You always . . .
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Always speaking the truth in love, we must grow up in every way
into Christ and build ourselves up in love. (Adapted from Ephesians
4:15–16)

[name of person], there is

something I’ve been meaning to talk to you about:

16

An anxious heart weighs a person down,
but a kind word cheers a person up.

(Adapted from Proverbs 12:25)

[name of person], I’d like 

to compliment you because

Whoever listens to correction is on the path of life.
Whoever ignores correction takes the wrong direction.

(Adapted from Proverbs 10:17)

[name of person], you helped me by 

I’d Like
to

Things

3.

4.

I praise you, O God, for I am wonderfully made.
Wonderful are all your works.

(Adapted from Psalm 139:14)

[name of person], I’d like 

you to know that

2.

1.Say

After your teacher reads each set of reflection
questions, briefly write your thoughts in the

corresponding section below.

16-D LC  1/15/07  1:32 PM  Page 16

9

After you have checked to see that you heard the message clearly (through parroting)
and after you have helped yourself and the speaker understand better (by asking clarify-
ing questions), you are ready to help the speaker come to her or his own conclusions.
You can help by restating what the person has told you. Your restatement can be like a
summary recording that plays back what you heard. You can say something like: “So
you think you are going to fail tomorrow’s math test because you didn’t have enough
time to study. You seem to have been doing okay every day in math. You don’t want to
go to the teacher and tell her about your problem because she might say that you are
just making excuses. You also think that if you fail you might be able to ask her for
makeup work. Is all that right, or did I miss something?”

After a person makes a statement, you can repeat what the person said. This shows the
speaker that you are listening closely. You might begin by saying: “Okay, let me get this
straight. You are worried that you will fail the math test tomorrow because . . .”

Parroting 

Ask questions that help the person tell you more. This also helps the speaker understand
her or his own thoughts better. You might say, “If you flunk the test, can you make it
up?” or “Wait a second, I hear you saying that you are worried you will fail tomorrow’s
math test, but I don’t understand why you feel like you don’t know your math.”

When it is your turn to be the observer
in your group, use the following 
checklist to 
rate the active-
listening skills 
of the listener 
and the speaker:

Asking clarifying questions

Restating

Use these three techniques to become an active listener:

11

33

22

Looked at the other person

Used the right facial expressions

Sat comfortably near the other person

Was in an open and welcoming posture

Stopped and thought before speaking

Spoke in the right tone of voice

Mentioned specific details

Expressed ideas

Expressed feelings

Spoke clearly

I also observed

Communication skill Speaker Listener
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Person:

What might this person need to talk about?

How can I be an active listener for this person?

Person:

What might this person need to talk about?

How can I be an active listener for this person?

Active listening is a gift you can
give to others. It is also a gift
you can receive from others.
Think about all the rela-
tionships in your life.
In the spaces below, write
the names of those who need you and then tell how
you can make their life a little better by listening well.

10

Who 

Me?

You must understand this, my

beloved: let everyone be quick to

listen, slow to speak, slow to

anger. ( James 1:19)

Bear one another’s burdens,
and so you will fulfill the law
of Christ. . . .

Let us not grow tired of
doing good, for in due time we
shall reap our harvest, if we
do not give up. So then, while
we have the opportunity, let us
do good to all. (Galatians
6:2–10, NAB)

Me?
Needs
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Write an honest and complimentary letter to a close friend—yourself. Remember that this is private.

Dear ,

You really are a good person. Most of all, this is what I like about you:

But sometimes I feel

when you 

I feel this way because

Hang in there. I like you a lot, and you are going to make it.
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