1. Communication Origami
Give one sheet of letter size/A4 paper to each
Tell the group that you will start giving them all instructions on how to fold the paper to create an origami shape.
Tell the group that while you give them the instructions, they must keep their eyes closed and cannot ask any questions
Start giving the group several instructions to fold and rip their paper several times then ask them to unfold their paper and compare how it looks like.

Debrief and discussion: 
Make the point that each paper looks different even though you have given the same instructions to everybody. What does this mean?
Ask the group if you think the results would have been better if they kept their eyes open or were allowed to ask questions
Communicating clearly is not easy, we all interpret the information we get differently that’s why it’s very important to ask questions and confirm understanding to ensure the communicated message is not distorted. 

2. Guessing Game
Split your class into two equal groups/teams 
One person from each team think of a business object (any common business object that can be found in any office like a stapler, printer, ..etc.)
When each person returns to his team, it’s the team’s task to ask him/her closed ended questions only to try and find out what the object is. If needed, explain that closed ended questions are those that can be answered by yes or no
Once any team finds the object, this means that they won this round. And they can go for another round.
Discussion and debrief:
Tell the group that obviously it took a long time and effort for us to find out the object in each round, but what if we had not time and only had one question to ask to find out the object, what would that question be? 
The question would be “What is the object?” which is an open ended question.
Open ended questions are an excellent way to save time and energy and helps you get to the information you need fast, however closed questions can also be very useful in some instances to confirm your understanding or to help you control the conversation with an overly talkative person/customer.

3. Guessing the emotion
Participants are split into teams and act out an emotion, such as disgust, affection, fear, anxiety, embarrassment, anger, determination, etc. and the total group will try to guess what the emotion is.
Divide the group into two teams.
Place on a table (or put in a box) a packet of cards, each of which has a particular emotion typed on it.
Have a participant from Group A take the top card from the table and act out (pantomime) the emotion for his/her group. This is to be done in a fixed time limit (such as a minute or two).
If the emotion is guessed correctly by Group A, they receive ten points.
Now have a participant from Group B act out an emotion; award points as appropriate.
Rotate the acting opportunities between the two groups.
After 20–30 minutes, call time and announce the winning team based on its point total.
4. Body Language
Body language speaks louder than any words you can ever utter. Whether you’re telling people that you love them, you’re angry with them, or don’t care less about them, your body movements reveal your thoughts, moods, and attitudes. Both consciously and sub-consciously your body tells observers what’s really going on with you.
Explain to the group that you are going to give them a series of instructions, which you would like them to copy as fast as they can
State the following actions as YOU do them:
• Put your hand to your nose
• Clap your hands
• Stand up
• Touch your shoulder
• Sit down
• Stamp your foot
• Cross your arms
• Put your hand to your mouth – BUT WHILE SAYING THIS PUT YOUR HAND TO YOUR NOSE
Observe the number of group members who copy what you did rather than what you said.
5. Follow all Instructions:
What's the point from this activity ? 
Facilitate discussion on how body language can reinforce verbal communication, however it can also be stronger than verbal communication – it is important that we are aware of our body language in order to ensure we are projecting the right message
This is a quick fun activity with a little trick to see how many of the participants will actively listen and follow the one single instruction you will give them "Read all instructions first" and how many will rush and start doing each instruction one by one.
Split participants into 3 or 4 teams and issue a list of the instructions below to each person.
 
Give the teams one single instruction to read all instructions first and tell them that the first person in any of the teams to finish first will be declared the winner.
 
 INSTRUCTIONS:
1. Write all of your teams initials at the top right hand corner of this sheet. 
2. Pick one person from your team to write the rest of this sheet on one paper.
3. Write the total of 3 + 16 + 32 + 64 here: __________________ 
4. Underline instruction 1 above. 
5. Check the time by your watch with that of one of your neighbor's. 
6. Write down the difference in time between the two watches at the foot of this page. 
7. Draw three circles in the left hand margin. 
8. Put a tick in each of the circles mentioned in 6. 
9. Sign your signature at the foot of the page. 
10. On the back of the page, divide 50 by 12.5. 
11. When you get to this point in the test, stand up, then sit down and continue with the next item. 
12. If you have carefully followed all these instructions, call out ‘I have’. 
13. On the reverse of this page, draw quickly what you think an upright bicycle looks like from overhead. 
14. Check your answer to Item 9, multiply it by 5 and write the result in the left hand margin opposite this item. 
15. Write the 5th, 10th, 9th and 20th letters of the alphabet here: ___________________ 
16. Punch three holes with your pen here : o o o 
17. If you think you are the first person to get this far, call out ‘I’m in the lead’. 
18. Underline all the even digits on the left hand side of the page. 
19. Draw triangles round the holes you punched in Item 15. 
20. Now you’ve finished reading all the instructions, obey only 1, 2, 20 & 21.
21. Stand up and say, “We’re the greatest team in the World!”

An overview of effective and ineffective feedback and a good activity for practicing giving effective feedback.
Print out the 20 sentences below and use the criteria for effective feedback below to debrief after running the activity.
Instructions to participants:
Circle the number of each sentence that you think meets the criteria for helpful feedback (not necessarily perfect, but OK) For the rest of the questions, see if you can figure out the criterion that has been actively violated. Put that criterion in front of the sentence. You may find more than one.
 
	 
	1.
	"I'm really confused over what you just said about my work".

	 
	2.
	"Now I don't want you to get upset about what I'm going to say, but...."

	 
	3.
	"When you interrupt me like that, it makes me want to stop talking to you".

	 
	4.
	"It really doesn't matter to me, but a lot of people would really be upset with what you just did".

	 
	5.
	"You're really overreacting to what I just said".

	 
	6.
	"Your problem is that you just don't like yourself".

	 
	7.
	"I have some feedback for you and I've got to give it to you for your own good."

	 
	8.
	"When you continue to talk so softly, even after I've said I have trouble hearing you, I get frustrated and want to end the conversation".

	 
	9.
	"You've just offended every person in this group".

	 
	10.
	"You appear to be frowning, and I'm confused about what just happened."

	 
	11.
	"From the way you needle people, you must have a need to get even with the world".

	 
	12.
	"I could work with you more easily if you had a better sense of humour".

	 
	13.
	"Why do you do things like that?".

	 
	14.
	"Do you understand what I mean when I say you're sending me a double message?".

	 
	15.
	"Charlie, how does it make you feel when Tom keeps coming late to meetings?"

	 
	16.
	"I'm going to be open with you, level with you: I think you're a fathead".

	 
	17.
	"I wish you'd stop trying to run things around here".

	 
	18.
	"How do you think it makes me feel when you say things like that?"

	 
	19.
	"That kind of adolescent behaviour won't get you anywhere around here".

	 
	20.
	"And another thing.  I'm sick and tired of you calling me "Honey".


6. Effective Feedback Skills
An overview of effective and ineffective feedback and a good activity for practicing giving effective feedback.
Print out the 20 sentences below and use the criteria for effective feedback below to debrief after running the activity.
Instructions to participants:
Circle the number of each sentence that you think meets the criteria for helpful feedback (not necessarily perfect, but OK) For the rest of the questions, see if you can figure out the criterion that has been actively violated. Put that criterion in front of the sentence. You may find more than one.
 
	 
	1.
	"I'm really confused over what you just said about my work".

	 
	2.
	"Now I don't want you to get upset about what I'm going to say, but...."

	 
	3.
	"When you interrupt me like that, it makes me want to stop talking to you".

	 
	4.
	"It really doesn't matter to me, but a lot of people would really be upset with what you just did".

	 
	5.
	"You're really overreacting to what I just said".

	 
	6.
	"Your problem is that you just don't like yourself".

	 
	7.
	"I have some feedback for you and I've got to give it to you for your own good."

	 
	8.
	"When you continue to talk so softly, even after I've said I have trouble hearing you, I get frustrated and want to end the conversation".

	 
	9.
	"You've just offended every person in this group".

	 
	10.
	"You appear to be frowning, and I'm confused about what just happened."

	 
	11.
	"From the way you needle people, you must have a need to get even with the world".

	 
	12.
	"I could work with you more easily if you had a better sense of humour".

	 
	13.
	"Why do you do things like that?".

	 
	14.
	"Do you understand what I mean when I say you're sending me a double message?".

	 
	15.
	"Charlie, how does it make you feel when Tom keeps coming late to meetings?"

	 
	16.
	"I'm going to be open with you, level with you: I think you're a fathead".

	 
	17.
	"I wish you'd stop trying to run things around here".

	 
	18.
	"How do you think it makes me feel when you say things like that?"

	 
	19.
	"That kind of adolescent behaviour won't get you anywhere around here".

	 
	20.
	"And another thing.  I'm sick and tired of you calling me "Honey".




CRITERIA FOR EFFECTIVE FEEDBACK 
Following are 10 criteria for effective feedback. You may not need to concern yourself with all of them and may find yourself focusing on a cluster of 4 or 5 which are problems for you. Also, there is a list of opposites - things we do which are not effective.




	 
	EFFECTIVE FEEDBACK
	INEFFECTIVE FEEDBACK

	1
	Describes the behaviour which led to the feedback- 'You are finishing my sentences for me...'
	Uses evaluative / judgmental statements- 'You're being rude'. Or generalised ones- 'you're trying to control the conversation.'

	2
	Comes as soon as appropriate after the behaviour - immediately if possible, later if events make that necessary ( something important going on, you need time to cool down etc)
	Is delayed, saved up, and dumped. Induces guilt and anger in the receiver, because after time there is not usually anything he can do about it.

	3
	Is direct, from sender to receiver
	Indirect, ricocheted- Tom, how do you feel when Jim cracks his knuckles? - also known as let's you and him fight

	4
	Is owned by the sender, who uses 'I' messages and takes responsibility for his thoughts, feelings, reactions.
	Ownership is transferred to 'people', 'the book', 'upper management', etc.

	5
	Includes the senders real feelings about the behaviour, insofar as they are relevant to the feedback- 'I get frustrated when I'm trying to make a point and you keep finishing my sentences.'
	Feelings are concealed, denied, misrepresented, distorted. One way to do this is to 'transfer ownership'. Another way is to smuggle the feelings into the interaction by being sarcastic, sulking, competing to see who's right, etc.

	6
	Is checked for clarity, to see that the receiver fully understands what's being conveyed.
	Not checked. Sender either assumes clarity or - fairly often- is not interested in whether receiver understands fully.

	7
	Asks relevant questions which seek information, with the receiver knowing why the information is sought and having a clear sense that the sender does not know the answer.
	Asks questions which are really statements-'Do you think I am going to let you get away with that?'  or which sound like traps- 'Do you behave that way at home too?'

	8
	Specifies consequences of the behaviour - present and/or future- 'If you keep finishing my sentences I won't want to spend much time talking to you in the future'.
	Provides vague consequences- 'That kind of behaviour is going to get you into trouble'.  Or specifies no consequences- 'you shouldn't do that'.

	9
	Is solicited or at least to some extent desired by the receiver.
	Is imposed on the receiver, often for his own good.

	10
	Refers to behaviours about which the receiver can do something, if he wants to.
	Refers to behaviours over which the receiver has little or no control



7. The Name Game
Overview :
Instruct each participant to think of a famous person and write it secretly on a post it note. Attach the post it to the head of their partner. A fun exercise that shows the importance of asking the right type of questions.

Time /15 Minutes

Instructions and Set up :
Issue post-it notes.
Split the group into pairs.
Instruct each member of the group to think of a famous person and write it secretly on the post it. Attach the post it to the head of their partner.
In round 1 – take it in turns to ask closed (yes/no) questions. You may continue to ask questions for as long as you receive a yes response. When the answer is no, swap over. E.g. typical questions:
• Am I alive
• Am I male
• Am I a sports person etc?
After 10 mins, stop the activity. Some people will have guessed others will still be playing.
For those that have guessed asked them to come up with another famous person and repeat the exercise (those still guessing can continue).
In round 2 - they must take it in turns to ask one Open or TED (Tell, Explain, Describe) question (with the exception of ‘what is my name’ or similar!). If they mistakenly ask a closed question they have lost their turn.
After 3 or 4 minutes close the activity and debrief.
Discussion questions :
 -  Which were the easier questions to think of? (normally round 1)
 -  Which questions made it easier to guess who I was? (definitely round 2)

What's the point from this activity ? :
The Key message from this activity is that  Despite the obvious usefulness of Open/TED questions (Tell, Explain, Describe questions) for gathering information we for some reason find it easier to ask closed questions so as much as we think we asked the right questions – beware!
8. Square Talk
Overview :
This is a challenging activity where participants are all blindfolded and receive instructions from the trainer that should be strictly followed, the exercise enables participants to recognise the importance of communicating effectively, and understand the important aspects of communication.

Tools/Items required: 

One blindfold per participant , one long rope per sub group

Time /25 minutes

Directions and setup :
• Divide the group into sub-groups of ideally 5.  If this is not possible, some delegates can be given 2 pieces of information, or some the same information, ensuring all information is communicated (NB The minimum number of participants required for the activity is 3)
• Clear the room as far as is practicable
• Blindfold each delegate and verbally communicate the objective of the activity
• Disorientate each delegate individually, hand them the rope and subtly give them their individual information
• Be aware of time and inform delegates when they have 5 minutes of the 25 minutes left
 
Rules :
Verbally communicate the following to the whole group, once they are blindfolded:-
The objective of the activity is to make a square from a rope. ( Stand to form a square shape )
The following information should be verbally communicated to delegates individually, as they are handed the rope.

Participant A : All team members are blindfolded and must remain so for the duration of the activity.

Participant B : The rope you are holding is approximately  ____  foot in length.

Participant C : The rope you are holding is knotted together to form a circle; it must not be undone.

Participant D : You must not let go of the rope.

Participant E : You will be told when you have 5 minutes of your 20 minutes left.
 
Discussion Questions :
Discuss with the group how they felt the activity went, giving feedback using the following Review Questions

1. Do you feel as a group you communicated effectively?
2. During the Activity, what communication skills did you use effectively?
3. During the activity, what communication skills could you have used to improve performance?
4. How important is communication in the workplace?  Why?
5. What key points have you learned about communication from this activity, that you wish to apply in the workplace?
 
What's the point from this activity ? :
This tough challenging activity reinforces the importance of being able to communicate effectively with other team members while being blindfolded. It requires strong teamwork  and planning as well as efficient use of all possible communication skills the team has to succeed in forming a square while blindfolded.
9. ROOM 101
Overview :
The purpose of this exercise is to practice your influential and persuasive skills in a competitive fun debate focusing on communication skills like choosing positive language, being passionate and enthusiastic about one's case, showing 'benefits' to others ...etc.

Time / 60 Minutes

Tools/Items Required :

 Flip Chart , Flip Chart Marker

Set up :
The title of the activity relates to Room 101 as featured in the George Orwell novel ‘1984’. Room 101 is to where ‘Big Brother’ banishes anything that is deemed to be destructive or contradictory to the idea of the society created in the novel.
In this context we will use the Room 101 concept to argue against ridding the world of any annoying, pointless or unpleasant – things we would like to place into Room 101.

Instructions :
Split the group intro threes:
• Their first task in their trios is to come up with three things upon which firstly, they can all agree should be placed into Room 101
They will later need to persuade the wider group of their rationale, so it’s important that they can convince themselves unanimously in their trio if they are to have any hope of convincing the wider group. 

If needed the trainer can supply some varied examples of things that people may have argued for in the past (these include things as varied as mosquitoes to Simon Cowell, marmite to world hunger).
This is a competitive activity and only if the majority of the wider group agree will they have their wish of getting their item into Room 101. 
• Once the group have come up with their list, tell them to formulate their rationale / arguments to the wider group
• In turn ask each trio to present their opening argument for their first item to be put into Room 101
• Invite the wider group to debate / argue against these points
• Allow the proposing group to defend / persuade the others in response to the arguments
• Next, ask them to make a closing statement summarising their case to have the item placed in Room 101
• Hold a vote amongst the wider group (except those in the proposing trio) as to whether the item should be placed in Room 101. If the majority agrees the item goes into Room 101
• Trainer marks up a tick /cross on flipchart for the proposing group
• This repeats until all groups have taken turns to argue one point in turn until all three items, for each trio have been debated
• The group(s) with the most items placed in Room 101 wins
Trainer note. Keep the arguments light hearted – groups will quickly ascertain that it is a competitive game and that it is in their interests to argue against the other proposing groups. Despite this, it is normally possible to persuade enough people to your point of view though if you have chosen good items and put forward a good argument.
Also be mindful of time. Ideally this activity should be completed within 60 mins for a typical sized training group, so you may need to prompt groups to make their closing statements and move the game along if the debates get too lively!

Discussion and debrief :
This persuasive communication skills warm up activity whilst it is a fun activity, it focuses on some of the techniques displayed in this warm up such as choosing positive language, being impassioned and enthusiastic about one's case, selecting "benefits" to others of coming to way of thinking etc.

10. Back to Back Communication 

Directions:
1- Split the whole group into teams of two
2- Have each pair adjust their chairs and sit back to back
3- Issue a copy of the diagram in the figure below to one of each pair of participants
4- The person holding the diagram is tasked to explain the shape to his/her partner and the listener must not see the diagram and should draw it based on his partner’s description and directions
5- After 10 minutes call the activity to a stop and ask each pair to compare the outcome and how close is the listener’s drawing to the original diagram
 
Discussion points and variations:
- You can run the activity more than once and on the first time do not allow the listeners to ask any question but on the second time to allow questions and clarification to be asked by the listener then compare the outcome on both cases and stress the importance of asking questions to confirm understanding and ensure the accuracy of communication
- Debrief also by asking how difficult it was for the drawer was it when they were not allowed to ask questions
- You can also switch roles where each pair gets a chance to be a listener and a chance to describe the diagram
- Ask participants about what they learned about communication from this simple activity?
- Ask participants how can this be helpful during their everyday communications on the job?
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11. Paper Shapes
Directions:
1- Hand-out one A4 size paper to each participant
2- Tell participants that we will play a quick game to prove a couple of facts about communication and that you will be giving them a series of instructions about what to do with their paper and that you will be doing the same instructions with yours simultaneously.
3- Ask everyone to hold their paper and close their eyes
4- Give the following instructions, pausing after each instructions to give everyone a chance to catch up
5- “Fold your sheet of paper in half”
6- “Tear off the upper left hand corner”
7- “Fold it in half once more and tear off the upper right hand corner of the sheet”
8- “Fold it in half again and tear off the lower left hand corner of the sheet of paper”
9- Ask participants to now open their eyes and inspect what they came up with.
 
Discussion and debrief point:
- Hold your shape up for everyone to see and make the point how different their shapes are from your shape even though you gave very simple and clear instructions
- Observe how everyone’s shape is different, point out to the variety of the shapes, even though you gave the same instructions to everyone.
- Ask the group how come none of the paper’s resemble yours?
- Point out the importance of two way communication in the workplace which is highlighted by this simple exercise since it was a one way communication and they didn’t ask any questions.

12. Memory test
[bookmark: _GoBack]This can be a great activity for presentation skills or train the trainer classes. Tell participants that you will read them a list of words to test their memory. Participants will need to listen carefully and cannot write any of the words you will say down. Later you will test and see how many words they still remember.
Read each of the following words slowly and pause briefly between each word. Note that one of the words (nigh) is repeated three times.
dream
 sleep
night
mattress
snooze
sheet
nod
tired
night
artichoke
insomnia
blanket
night
alarm
nap
snore
pillow
 
 
Once you finish reading the list, try to distract them by talking about anything else for about one minute. Then ask each participant to take out a piece of paper and write down as many words as they can remember.
 
Debrief by exploring the four basic principles of memory as follows: 
 Primacy and recency – ask participants to raise their hands if they remembered the first and last words (dream and pillow). Explain that people easily remember the first and last things they hear in a series. Link back to the importance of having a high energy start and a final recap and review of your presenation.
 Surprise – ask those who remember the word (artichoke) to raise their hands. Make the point that most people tend to remember things that are different, new or unexpected.  People will remember your presentation for much longer if it is novel and untraditional if not shocking.
 Repetition – Ask those who remember the word (night) to raise their hands. Most participants must have remembered and wrote this word because you repeated it three times. Explain that people remember things more if they are repeated and how important it is to recap and review the main key points of your presentation more than once to ensure your audience can remember them.
 False-memory – Ask participants to raise their hands if they remember the word (bed). Reveal that this word was not in the list but still some of them did write it down and raise their hands. Explain that our brain automatically closes gaps in what it sees and hears or reads, and sometimes assumes things that never took place happened. Most participants would have written the word (bed) because it simply fits and belongs to the list logically even though you never read it. 
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