active listening rules and styles
This page contains a list of rules and styles you can use to help you be an active listener. 

Rules

1. Put all your attention on what the person is saying.

--Stop what you are doing

--Turn toward the person speaking

--Maintain eye contact

2. Restate their most important thoughts, feelings, and concerns.

3. Don’t interrupt, correct mistakes, give advice, or tell your own story.

4. Give the person time to speak. Don’t immediately fill the space.

5. Use non-verbal gestures to show support.

--Nod your head

--Say “yes” or “uh-um”

--Smile

--Take notes

Styles

Encouraging – use neutral words to help the person say more about the situation and how they feel.

Restating – say in your own words what you thought you heard the other person say, including their feelings and needs.

Clarifying – get more information by asking nonjudgmental questions
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