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WORKSHOP PLAN 
 

Workshop Date 

Effective 

Communication 
11/2/2019 

  

Learning Outcomes o Understand and demonstrate verbal, non-verbal, and written communication cues. 

o Understand communication mediums. 

o Understand the principles of communication. 

o Define communication. 

o Understand the communication model. 

 

Materials o GLM Workbooks 

  

10:00 AM – 10:15 AM Detox 

10:15 AM – 10:45 AM Icebreaker/Agenda Review 

10:45 AM – 12:00 PM 1. FA Introduction 

"Hi I'm {name} and today I am going to teach you how to communicate effectively. I am a {job 

title/occupation} where I {explain job title}. {Share your personal story about how this workshop 

relates to your life.} 

 

2. FA Workshop Explanation 

Today we are going to learn about the principles of communication then play some games to test 

your knowledge. 

 

3. Defining communication 

How would you describe communication? 
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Open the floor for the girls to express answers to the question. Applaud their effort. 

 

Communication is simply the act of sharing ideas and feelings. 

 

What are some different ways you can communicate? 

Open the floor for the girls to express answers to the question. Applaud their effort. 

 

Communication can be verbal/spoken, written, and non-verbal. These are called mediums. Each 

medium has several channels. A channel is the way communication is executed. 

 

4. Activity: Communication Mediums 

Using the mediums worksheet, write down 3 channels for each medium of communication. 

(Worksheet provided.) 

 

Allow the girls 15 minutes for the activity, then discuss. 

 

5. Effective Communication 

 

Is anyone able to tell me the definition of effective communication? 

 

Open the floor for the girls to express answers to the question. Applaud their effort. 

 

Just because you use communication doesn’t mean you’re communicating well; until, you 

communicate effectively. Effective communication is communication that leads to a mutual 

understanding.  

 

When communicating there is a sender and a receiver. The sender is the person who sends the 

message and the receiver is the person who receives the message. If you want to ask your mom if 

you can hang on Saturday night, who is the sender? Who is the receiver?  

 

Open the floor for the girls to express answers to the question. Look out for incorrect interpretations 

and correct them. 
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When a sender wants to send a message to the receiver, they have to translate it in a way that 

the receiver will understand. For example, if the receiver speaks another language like Swahili, in 

order for the sender to communicate with the receiver, they need to send the message in Swahili. 

The process of translating the message is called encoding. When the receiver gets the message, 

they must interept and understand the message. This is called decoding.  

 

Here is a diagram that visually explains this concept: 

 

Allow each of the girls to see this diagram and answer any questions. 

 
 

When everyone is on the same page, the communication is effective! 

 

There can be so many hiccups in communication, here are principles you want to use to 

communicate effectively: 

 

1. The message sent is not necessarily the message received. 

If the receiver doesn’t understand the sender’s message, who’s fault is it? 

 

Open the floor for the girls to express answers to the question. 

Correct answer: The sender 

 

If you send a message to your mom about something you want to do and she doesn’t 

understand, it is your fault. Because, you are not communicating effectively enough for her to 

understand. You must translate your message into the reciever’s language. 



 
 

4 
 

 

You can check if you communicated your message effectively by asking the other person what 

they heard you say. Literally. Here are some example: 

“Am I making sense?”, “Did I explain that clearly?” 

Throughout the workshop, point out opportunities for them to use this tactic. 

 

2. It is impossible to not communicate. 

It doesn’t matter if you intend to send a message or not; you are. Remember, communication 

mediums are verbal, non-verbal, and written. So doing something as small as not responding is 

actually communicating. 

 

In order to prevent this type of miscommunication, it is likely helpful to pay attention to you 

communication cues. Sometimes it may be difficult for you to think on your feet so some safe 

ways to handle quick responses are, “I understand.” Or “I’m having some trouble 

understanding.” 
 

12:00 PM – 1:00 PM Lunch 

 

During lunchtime, please stay engaged in conversation with the girls. 

 

1:00 PM – 2:30 PM 3. Every message has both content and feeling. 

Content = words and feelings = body language, facial expressions, and tone.  

 

People become very confused when the content does not match the feeling. Imagine 

someone yelling, “I’m not mad at you” in a loud angry tone. Electronic communication is 

extremely hard to be effective because there is no tone, facial expression, or body language, 

only words. 

 

4. Nonverbal cues are more believable than verbal cues. 

When there is confusion between the content and feelings, people will usually give more 

consideration for the feelings and not the words. So, when your mom asks you to clean your 

room and you say I will but then stomp off, she will likely ignore the part where you confirmed 
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you would clean your room and give all of the attention to your non-verbal cue of stomping 

away.  

 

When communicating, pay attention to your content and feelings. Also, recognize that with 

texting or emailing, there are no feelings, so don’t make assumptions! 

 

Activity: Body Language Telephone 

Instructions: Create a single file line. Give the person in the front the following statement on a 

note for them to read and act out. Once they act it out, they should turn their back. The last 

person will act out for the entire group to show if the message was miscommunicated 

throughout the chain. See an example here. 

 

Act this out: I put on deodorant and yawned. 

 

Activity: Written Telephone 

Instructions: Give everyone a blank sheet of paper and pen/pencil. Give the statement sheet 

(provided by PA) to the first person to interpret the statement then write their interpretation on 

their blank paper. The first person should then pass their paper to the next person for them to 

interpret the first person’s statement and write their interpretation on their blank paper. Repeat 

once everyone has written on their blank paper. 

 
 

2:30 PM – 3:00 PM Highlight of the Week 

 

Have everyone sit closely in a circle. Start with the person who arrived last to the workshop and 

rotate clockwise.  

 

What was the highlight of your week? 

 

 

https://youtu.be/D-YHC8b6Hjk
https://youtu.be/D-YHC8b6Hjk

