Interpersonal Skills / Conflict Management Syllabus and Curriculum
Instructor Information:

Chris Hedlund

Hope Gospel Mission

chris@solomonlearningcenter.org
715-225-0682

Course Description:
This class is part of Hope Gospel Mission’s work therapy program.  Residents are required to complete this class prior to Phase Two of the Renewed Hope program, with Work Therapy Purpose and Overview as a prerequisite.  This class is available to non-residents with no prerequisite.  Student must pass a pre-assessment test prior to acceptance and score an 8th grade or higher reading level.

**Please Note** This class has Pre-Course work which needs to be completed and turned in on the first day of class. Pre-Course work is a major part of this class’s final grade. Students are expected to be pro-active in scheduling time to complete this work before class starts.
Course Fees:

Tuition $99.00

Materials $49.00

Total $148.00

Materials Needed:
*A notebook and pens/pencils for note taking. Highlighters are recommended.

*The following textbook/s must be read prior to, and available for study during, the class.


“How to Deal with Annoying People” by Bob Phillips and Kimberly Alyn

“The Nonverbal Advantage” by Carol Kinsey Goman.

These item/s are available in the Solomon Learning Center library for check out.

*A willingness to learn.

Course Objectives:

Interpersonal skills are a broad description of the dynamics of interacting with others.  It is expected that after completion of this course the student will have a comprehensive understanding of how people interact with each other.  They will then be able to use this information to improve their relationships with co-workers to increase their success on the job.  They will also have an understanding of how their own behaviors and attitudes have a tremendous effect on their success in the work place.  This information will allow them to affect their outcomes when dealing with other people.

Course Schedule:

Dec 1st, 2011, 2:00 pm to 5:00 pm

Dec 8th, 2011, 2:00 pm to 5:00 pm

Dec 15th, 2011, 2:00 pm to 5:00 pm 

Dec 22nd, 2011, 2:00 pm to 5:00 pm

Dec 29th, 2011, 2:00 pm to 5:00 pm

Schedule is tentative and may change due to scheduling conflicts or student numbers.  Students signed up for this class will be notified of any changes.
Grading:

Grading for this course will be based on the following schedule:

Pre-Course Essay – 10%

Classroom Participation – 10%

Session Questions – 30 %

Post-Course Essay – 30%

Session Notes – 10%

Employment Readiness Survey – 10%

A score of 80% is required for passing.  Any missing work will not be scored at zero, it will be scored as incomplete.  A score of incomplete must be completed before successfully finishing the class.

Course Policies:

Cheating is not tolerated.  Any student caught cheating will be dismissed from the class and will receive no credit.  It is expected that the student is there to learn and cheating makes it clear that the student is interested in taking shortcuts instead of getting the most out of the class.  Since this class is taken with the expectation that the student is trying to develop themselves professionally and become a better employee, this type of behavior will be treated just as it would in the workplace.

Along with cheating, plagiarism is not tolerated.  Anything used from another source must be accurately and responsibly quoted as another’s work.  Do not copy out of a book without referencing that as a quote.  To be safe, never copy from anywhere unless using it as an illustration or example, and then note it.  Always write things in your own words as you understand them.

As we learn from the books and the instructors, we also learn from each other.  Class participation is mandatory and your contribution to the class will be part of your final score.

Cell phones and computers are not allowed in the classroom for this course.

If the student insufficiently prepared during the pre-course work, they will be asked to retake the class at another time.

Attendance is mandatory.  In a class with 4 sessions you will miss 25% of the instruction if you miss one of the scheduled lecture sessions.  Please review your schedule prior to signing up and schedule any appointments that may come up around this schedule.  If an absence is unavoidable, discuss with your instructor prior to missing.  Your instructor will then determine if you may be excused.  If you are excused, the lecture time will need to be made up at another time before completion of the class.  If unexcused, this will result in dismissal from the class.  If this happens, you may retake the class at a later date.  Anything more than 10 minutes will be considered an absence, less than 10 minutes will be a tardy.  Since tardiness is an unacceptable work habit, any pattern of tardiness will need to be discussed with your instructor.

Note taking is required.  It has been determined that the average person forgets about 50% of what they hear immediately and forgets another 25% within 8 hours.  Since the student joins this class with the intention to learn how to be a better employee, the instructor expects that they will take effort as needed to get the most value from this class.  Writing notes and then reading through your notes triples your retention rate.  As you take notes, write down anything you read, hear and think that you feel may be useful for study later.

For the same reason as note taking, it is expected that students in this class will sit with proper posture and unfolded arms.  Studies show that students who sit with closed posture retain 38% less than those who sit with open posture.  Additionally, slouching (poor posture) increases sleepiness, hastens boredom, and leads to a lack of attention, resulting in decreased learning.

School Policies:

See student handbook

Other Information:

Tutors are available during the week for those needing additional help during this class.  Please ask the instructor for an availability schedule if needed.

Curriculum and Outline:

Pre-Course:
All Pre-Course work must be done before the first day of class and turned in before the first class starts. 

Unit title and summary:

Preparation for Interpersonal Skills / Conflict Management.
1. Read “How to Deal with Annoying People” by Bob Phillips and Kimberly Alyn

2. Read “The Nonverbal Advantage” by Carol Kinsey Goman
3. Write Essay

In this unit the student will be taught:

The student should have an introduction to the topic and a foundational understanding so the topic can be discussed during classroom time.


After this unit the student should be able to:

The student should be familiar enough with the subject to answer questions and participate in the classroom.


The student will demonstrate their knowledge by:
Writing a 1,000 word essay summarizing what they’ve read prior to the first class session.

Unit 1


Unit title and summary:

 Introduction and Personality types

1. Introduction

a. Story about being open-minded.

i. Self assessment is priority.  You can’t change others.

b. Break actions from person (being different).

c. Avoiding favoritism.

d. Perception is truth.

i. Actions and behaviors outshine motives and intentions.

2. Personality Types

a. Different, but equal.

i. Deserves respect.

b. Describe 4 categories (Driver, Analytical, Amiable, Expressive).

c. Explain each category.

d. How each communicates and needs to be communicated to.

e. What bothers each category.

f. Strengths and weaknesses of types.

g. Ignore the golden rule and use the platinum rule.


In this unit the student will be taught:

The differences between the different personalities and how to work with people who are different than us.


After this unit the student should be able to:

Describe the different personality types and recognize them.


The student will demonstrate their knowledge by:

The student will complete essay questions at the end of course.  Students will also complete assessments to help them determine their social style.
Unit 2


Unit title and summary:

Speaking and Listening

3. Speaking

a. Using words that are understood. Consider connotations.

b. Using tact and diplomacy.

i. Things don’t need to be said.

c. Confirming comprehension.

d. Knowing personal boundaries (baggage).

4. Listening

a. Avoid blaming others for miscommunication.

b. Examples of poor listening.

c. Examples of disrespectful listening.

d. Examples of good listening.

i. Are you a good listener (Exercise).

e. Understanding main idea, avoid semantics, be cautious of connotation.


In this unit the student will be taught:

How speaking and listening affect our communications and relationships with others.


After this unit the student should be able to:

Recognize their speaking and listening habits and know how to speak and listen to gain understanding.


The student will demonstrate their knowledge by:

The student will complete essay questions at the end of course.  There will be role playing during class time to model proper speaking and listening techniques.
Unit 3


Unit title and summary:

Body Language and Conflict Resolution

5. Body Language

a. Impact of communication (93% non-verbal).

b. Discuss the five C’s of body language.

c. People remember how you make them feel (Association).

d. Review postures and facial expressions.

e. Can others tell if you don’t like them?  (Affects IP Skills).

6. Conflict Resolution

a. Causes of anger/conflict.

i. Review personality types as issue origins.

ii. Evaluate perceptions of the issue.

iii. Conflict is natural and expected.

b. Myths about anger.

c. Emotions vs. behaviors (control reaction and response).

i. Physical reactions to anger.

1. Symptoms

d. Destructive outlets of anger.

e. Constructive outlets for anger.

f. Separating issue from person.

g. Learn you triggers.

h. Using connotation considerations in word selection.

i. I vs. You statements.

i. Aggressive/assertive body language.

j. Influence of power.

i. Relational power vs. positional power.

ii. Adult voice vs. child voice.

iii. Other types of power control.

k. Passive aggressive behaviors.

l. Finding resolution.


In this unit the student will be taught:

How much body language affects their communication and how to manage their body language for better communication.  Also, how to deescalate a disagreement and find a win-win solution.


After this unit the student should be able to:

Describe how different body language affects communication and handle a conflict without losing their temper.


The student will demonstrate their knowledge by:

Students will role play different situations and evaluating each other during class.  There will be role playing during the class time to model appropriate body language.
Unit 4


Unit title and summary:

 Conclusion and role playing

7. Conclusion

a. Takes practice, not natural.

i. Skill acquisition.  Decide where you want to be and develop habits and make decisions one step at a time in the right direction.

b. Sympathy, empathy, apathy.

c. Responsible communication (attitude).

d. Happiness is a choice.

e. Subjective vs. objective.

8. Role Playing:

a. During class time, each person will be given a role playing assignment to practice their communication skills.  The other students in the class will watch the interaction for body language, tone, etc. and score you based on whether or not you used the techniques taught in this class.


In this unit the student will be taught:

The student will learn how to use these techniques in everyday employment situations.


After this unit the student should be able to:

Draw other people in instead of push them away.  Develop positive and healthy relationships with others in the workplace.


The student will demonstrate their knowledge by:

The students will demonstrate by role playing and completing essay questions at the end of course.

Post-Course:
All Post-Course work deadlines will be determined on a class by class basis. The Instructor and class will set a deadline at the end of the last unit. 


Unit title and summary:

Post-course assignments

1. Answer Review Questions

2. Write Essay

3. Turn in Notes

After this unit the student should be able to:

It is expected that after completion of this course the student will have a comprehensive understanding of how people interact with each other.  They will then be able to use this information to improve their relationships with co-workers to increase their success on the job.  They will also have an understanding of how their own behaviors and attitudes have a tremendous effect on their success in the work place.  This information will allow them to affect their outcomes when dealing with other people.


The student will demonstrate their knowledge by:

Answering the following questions and submitting assigned essay.

9. Answer the following questions:

a. List the 4 personality traits and describe each one.  Which type are you?  What can you do to adapt your communication to each of the others?

b. Which of these personality traits is the toughest for you to relate with?  How can you improve your relations with this personality type in the work place?

c. Using Chart 11-C in the book “How to Deal with Annoying People”, evaluate your self as honestly as you can.  How does this assessment help you to understand yourself differently?

d. In chapter 15 of the book “How to Deal with Annoying People” it discusses 10 different myths.  Discuss each of these myths.

e. What is the purpose of learning about these four different personality styles?  Explain what happens when they become used as excuses instead.

f. What are some causes of conflict?  What is the goal of any conflict?  What are some methods for reaching this goal?

g. How does influence of power affect resolution of conflict?

h. What are some benefits of conflict?

i. How can you use what you’ve learned about body language to affect the outcome of your next conflict?

j. Discuss Proverb 19:11

k. Discuss Proverb 18:2

l. Discuss Proverbs 17:27-28

m. Describe how you accept criticism.  Describe the best way to accept criticism.

n. How does drama (excessive emotion in words, tone, and body language) affect a discussion?

o. What types of body language and behaviors might make someone think you are:

i. Arrogant

ii. Friendly

iii. Intimidating

iv. Angry

v. Happy

vi. Rude

vii. Tired

viii. Sarcastic

ix. Sympathetic

p. How does clothing affect someone’s perception of you?

10. Post-Course Essay

i. Write a 1,500 word essay discussing what you’ve learned from the sessions and books.  Include how you plan to implement what you’ve learned to increase your success as an employee. (approx 5-6 pages, double spaced, 1 inch margins)

ii. Submit your notes for approval and grading.
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