What Is This Module About?

Speaking properly isimportant in our daily lives. It determines partly how well
wefunction asamember of afamily, apeer group, acommunity and theworld. To be
understood by everyone, we must speak clearly and effectively. Thismodulewill teach
you how to speak in amanner most suited to your voice, atopic of discussion, an
audienceand asituation. It will also teach you how to use polite expressions during
meetings, in resolving conflictsand in arriving at conclusions.

Thismodule will make use of an audio cassette tape entitled Let’'s Talk! in some
parts of the lessons. So, if you do not have accessto a cassette recorder/player and a
blank audio cassette, you should ask your Instructional Manager or Facilitator to
provide you with these materials. However, you can still completethelessonsin this
module without the said materials. You just haveto read the dial og scriptsaloud to
your co-learnersand Instructional Manager or Facilitator for feedback.

Thismoduleis made up of two lessons:
Lesson 1 — \oicing Out

Lesson 2 — Say It Right

,’Jﬁ’?és What Will You Learn From This Module?

After studying thismodule, you should be ableto:

¢ adjust therate and volume of your speaking voiceto suit your topic of
discussion, your audience and the situation; and

¢ usepolite expressions during group meetings, in resolving conflictsand in
arriving at conclusions.



"'l Let's See What You Already Know

Before you start studying this module, take this simple test first to find out how
much you already know about the topicsto be discussed.

A. Writetheletter of the best answer in the blank provided before each number.
1. Theserefer to proper use of voice when speaking.
a effective listening skills
b. effectivethinking skills
c. effective speech communication skills
d. effective math skills
2. lItrefersto how loud or soft your voiceis.
a pitch
b. quality
c. rae
d. volume
3. Itisthe characteristic of voice that indicates emotion.
a pitch
b. qudity
c. rae
d. volume

4. Your friend svoiceisnot pleasing to the ears. He/She must
improve the of hig/her voice.

a volume
b. quality
C. pitch
d. rate
5. Itrefersto how fast or slow aperson speaks.
a quaity
b. volume
c. rate
d. pitch



B. Underlinethe polite utterancesin the following sentences.

1.

2
3
4.
5

Please consider my suggestion for the upcoming town fiesta.
Pardon me, but | didn’t hear what you said.

Excuseme, but let mefinishwhat | am saying first.

| beg to disagree, but his suggestion is much better.

Thank you for attending thismeeting.

WEell, how wasit? Do you think you fared well? Compare your answerswith those
in the Answer Key on page 49 to find out.

If al your answersare correct, very good! Thisshowsthat you aready know
much about thetopicsin thismodule. You may still study the moduleto review what
you aready know. Who knows, you might learn afew more new thingsaswell.

If you got alow score, don't feel bad. Thismeansthat thismoduleisfor you. It
will help you understand some important conceptsthat you can apply inyour daily
life. If you study this module carefully, you will learn the answersto al theitemsin
thetest and alot more! Areyou ready?

You may now go to the next pageto begin Lesson 1.



LEssoN 1

Voicing Out

Have you ever participated in ameeting in your school, workplace or
community? What happened during the meeting?Were you ableto expressyour
insightsand opinions? Did the other participantsin the meeting understand what you
sad?

In meetings and other conversations, it isnot only important to share your ideas.
You must also know how to deliver them effectively. Thislesson will help you
understand how to communicate successfully.

After studying thislesson, you should be ableto adjust, that is, use the proper
pitch, rate and volume of your speaking voiceto suit the topic being discussed, the
audience before you and the situation you arein.

¢\ Let’s Study and Analyze

When you are at home, observe how your family memberstalk. When you are
done observing them, answer the following questions.

1. Doeseachfamily member talk loudly or softly?

2. Doyour other relatives speak the sameway?

3. Why doyou think you speak theway you do?




4. Do the membersof your family understand each other with the way each one
speaks?Why or why not?

Compare your answerswith those in the Answer Key on pages 49 and 50.

Inany kind of conversation or meeting, whether infront of the family, friends,
classmates or community members, it isawaysimportant to speak clearly. Thisway,
weare ableto |l et other people understand what message we want to convey and what
wethink.

Do you think you are an effective speaker in family dialogs and community
meetings?

%, Let’'s Listen to This

Thefollowing dialog will help you understand how to communicate effectively
during acommunity meeting. It will help youidentify the proper volume, rateand
pitch that should be used. Listen to Tape Segment # 1, Sde A, Voicing Out, while
reading the dialog below.

Make sureyou are in aquiet room so you will be ableto listen to the tape with no
interruptions or distractions. Listen carefully and take note of the differencesin the
characters' voices. These differencesinclude whether the voices are loud or soft, fast
or slow, with or without emotion, etc.

Voicing Out

Characters

Narrator 35-year-old woman

Karding 45-year-old barangay captainwithaloud
voice

Teresita 30-year-old femal e resident who speaks
properly (with proper volume, rate and
pitch)

Person 1 30-year-old female resident

Nestor 24-year-old male resident



Mariano

Person 2
Mang Sso

Diwata

Charito

Ralph
Antonio

Tito

Aling Tinay

Dialog

Narrator:

23-year-old Sangguniang K abataan (SK)
chairman who speaks properly (with proper
volume, rate and pitch)

23-year-old male resident
62-year-old male resident

21-year-old SK treasurer with a soft
speaking voice

27-year-old femal e resident who speaks
dowly

29-year-old kagawad with aloud voice
35-year-old kagawad with asoft voice

40-year-old maleresident who speaksvery
fast

50-year-old femaleresident with ahigh-
pitched voice

Effective speaking requires aspeaker to change the loudness or
softness of hig/her voice, how fast or slow he/she talks (rate) and
how high or low his/her voiceis (pitch). Effective speakersknow
when to pause in-between dialogs, too. Toillustrate my point, listen
carefully to the dialog on waste disposal during ameeting.

gent | enen. VI cone to
this neeting on proper
vast e nanagenent for
our barangay. | caledthis
neet i ng t o ask your

opi ni ons on howt o sol ve
our grow ng wast e

d sposd prod ens. Let’s
start by introduci ng
oursel ves. Rl ph, Atoni o,
wiy don't you start?




(kay, Mang Kar di ng. I” mAnt oni 0 Quevedo, al so a kagavad.
" mRAl ph Gibatian, a |’ mincharge of theyouth' s physica
kagavad. | have been fitness programat present.
i nva ved i n ot her -

bar angay proj ects
suchas the anti -drug
users and cl eanl i ness
canpai gns. Thisis
Ant oni 0 Quevedo, ny
adlege Rre it's
your turn.

Ginyouspeak alittlelouder? Ve canhardy
hear you, Kagawad Antonio. | knowthere

areonly afewof ushere, but your vaiceis
sosoft that we have di fficu ty heari ng you.

(kay, Ming9so. I'm
Ant oni 0 Quevedo, a
kagavad. |’ mt asked
wththe physi ca
fitness programfor
theyouthat present. |
asovorkwth
Kagavad Ral phinthe
vaste d sposd prg ect.

That’snorelikeit, Kagavad | guess | mnext. |’ mNarci so Griaso. You
nay cal | ne Ming 9 so. | amone of the seni or resi dents who are very
activeinthe barangay. Beside neis the SKchai rnan whomyou al | know

I’ mMriano San Lazaro. | am
the Kchairnan of this

bar angay. WMat ever the

out cone of our neeting today,
| cand ssemnateit tothe

ot her nentoers of the SKand
get their opi nions and
suggestions. If al turns out
vel |, we caninpl enent our
proj ect next nonth. Besi de ne
isDvata the Xtreasurer.




God nor ni ng.

\aywdl,
Dvata Inorder
not totake so
nmuch of our
ting, | voudlike
tointroduce
nor e young

resi dents of our
barangay. H ease
stand up and be
recogni zed as |
cal | your nane,
okay? Teresita,
Nestor, Garito.

V.77

MngKarding, isit okayif
youspesk alittlesofter.
Your voi cestartl es us so. Ve
can hear you | oud and cl ear
even W t hout you shout i ng.

Thank you for remindi ng ne,
Ming S so! Now | et’ s get on
to busi ness. Qur agendafor
today i ncl udes getti ng your
suggest i ons on what to do
wthour garbage. As you can
see, vasted sposa isahig
prodleminthe country. |f
our barangay can cone up
wthafool proof neasure
that wll eininateor reduce
vast es t hrough recycl i ng or
sone ot her neans, thenthe
ot her barangays nay fol | ow
our lead

Hrst, we needto enphasi ze
discipline. Vénust cone up
W t h neasur es t o puni sh

t hose who do not fol | ow
ruesandregu aions. Bt
venust alsogivecredit to
t hose who consi stent |y
fodlontherues. Dvwata, are
you rai si ng your hand?




Yes, Ming Karding. A the nonent, the nost practica sol utiontoour wast e di sposal
probl emi s to segregat e garbage. V& nust separate | iquidfromsal idwastes.

| beg your pardon,
Dwata, | can
hard y hear you.

N\

| suggest garbage
segregati on, Ming
Kard ng.

(kay! | suggest ve That’ s avery good suggesti on, Dwata. Atervard, ve can
segregat e our gar bage. get vol unteer residents torecycl e sone t hi ngs and nake
V& can ask the themuseful agai n.

resi dents t o assi gn vet

and dry gar bage

cotanersinther
hones so t hey can
segregatethe r vastes.




Wat di d he say, Ming
Ssa?

Woa, sl owdown, Nestor. V& re not
go nganywere. Yousaid. . .?

Srry, sorry. | sal dve can get Rght! That way, ve can reduce vast es.
vo uteerstorecycl ethe V¥ can al so conduct a seninar on
naterias. V& canevenearn conpost i ng.

fromwhat we t hought of as
vast es i nt he begi nni ng.

Howabout tr:loselresi de_znts | don't neantoberude, Gharito. Miybe
who do not have ot_sb|g youcou dspegk alittlefaster next tine.
enough for conposti ng?




Gonpost i ng can be done,
evenif youonly have pots
at hone. Youdon't needto
haveabigla todoit. S,
| et nerepeat your
suggestions. Frst, we
segregate the garbage i nto
wet and dry. Second, the
recycl ab enateria s canbe
reused by vol unteersto
earnextraincone Third,
Ve can engage i n
conposting. | thinkthese

are very good suggest i ons.

Hy! ' staking

Vel |, Ming
Karding, you
t al ked about
theru es and
regd aiors.

puni shnent
and revard
syst en?

Wiat about the

Yes, Teresita, vewl! |
ginothat.
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Frst, le’sdscusstherevards. |
suggest that we conduct a search for
the cl eanest and greenest street in
the barangay. That street shoul d
have no gar bage dunped anywher e.
Itsresidents shouda sobead eto
growpl ants using thei r conpost. Vé
can put garbage cans on every street
corner and pat roni ze our recycl i ng
ocater.

Thet’sright, Teresita I’ mafradwe verunaout of tine Ve
wll just continueour di scussionnext neetingwththe
whol e barangay at the barangay hal | . Any ot her

suggesti ons regardi ng revards? I f there are none, then
vewll sendletterstotheother residentstoinformthem
about this neeting.

During the schedul ed meeting with other residents. . .

The mnounce@nt ¢ can al so
sadthat therewl | i

' ' suggest vari ous
be a di scussi on on sd uios
the barangay’ s :
vast e di sposal
probl em




Wiat was t hat ?
Ming Kardi ng' s
va ceisvery

loud

God nor ni ng! !

Mang Kar di ng,

Qr earsare
hurting

1

pl ease | over m
your Vai ce.

Srry. Howsthis?




@od afternoon, | adi es and gent| enen. Ve are
pl eased t 0 present toyou our proposal s for
sol vi ng our gar bage probl em The bar angay
counci | net |ast veektofinalizethis proposa .

Renenber, | conment ed about
your speaki hg voi ce. Don' t
repeat your mstake | i ke Ming
Kardi ng.

Thanks for renindi ng | vo't forget
us, Ming 9 so.
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I'f you have any conment s, pl ease reserve
themfor thelatter part of the neeting. Vé
wll have anopenforuml ater.

Ater Ming Kardi ng has expl ai nedthe proposal totheresidents. . .

Ve w !l have zone | eaders to
noni tor each zone' s
cleanliness. Theywl|l beg ven
an al | onance t 0 encour age
themtodotheir jobsvel |. Now
t he open forum Any questi ons
or comment s fromt he

audi ence?

Mri ano, Mriano.
| have a suggesti on.

b |

| thinkthe resi dents are not
t he onl y ones who shoul d be
noni t or ed.
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Ming Tito, pl ease

sl owdown. Sone
of thoseat the
back cannot
under st and what
you' re sayi ng!
You speak so f ast !

| have atendency todothat, sorry. Thanks for remindi ng
ne. As | was saying, thereisasoaneedtononitor the
vendorsinthe narket area. They tendto produce al ot of
garbage there. Vi shoul d nai ntai n cl eanl i ness i nthe nar ket
toget riddf pestslikeflies, cockroachesandrats.

‘ ™\

Ater Titd ssuggestion. . .

Yes, AingTinay?

Tt

Quch! Wat
vas that ?

AingTinay, your voi ce
e isveryhghpitched
Goul d you | over your
pitchadstadalittle

farther fromthe
m cr ophone?

16



(, okay. Thetwo
schodl s can
perticipeteas
vel | by teaching
the pupi | s howto
nai ntain
dealinessin
thar

surroundi ngs.
They can al so be
taught howto
nake usef ul
atidesfram
recyc ed
naterids.

\ery good suggestion, Aing Tinay. V& retakingnote of all your
suggestions. Ve are goingtoinpl enent our earlier proposal
first. Ater anonth, vew!| eval uate our progress. Ve wl | neet
agantopresent our findingstoal of you. Thank you very
nuchfor attendingthis neeting. VEw 1 report regularlyto
you sothat youw | knowwhat is happeni ng.

~ Let's Try This

Answer thefollowing questionsbriefly.

1. Basedonthedialogyou just heard/read, whose voice wastheloudest? Why
doyou think so?

2. Whose voice wasthe softest? Why do you think so?

3. Who spoke quitefast? Why do you think so?

17



4. Who spokevery slowly?Why do you think so?

5. Based onthedialog, how do you think the way aperson speaks affects how
his/her listeners understand what he/sheistrying to say?

Compare your answerswith those in the Answer Key on page 50.

) Let's Study and Analyze

To get your message across, you must learn to adjust the rate and volume of your
voiceto suit the topic being discussed, the audience before you and the situation you
arein. Effectivecommunication meansyou must have the appropriate manner of
speaking at all times. To do this, abalance between the volume, pitch and r ate of
your speech must be achieved. Your voice must a so sound pleasing to your audience.

Now you may ask, “What isvolume?’ VVolume refersto theloudness or softness
of aperson’svoice. A whisper issoft, whileashout isloud. You can comparethe
volume of your voiceto that of theradio. If you feel uncomfortable listening to the
radio when it’sdeafening or too loud, then you must turn the volume down. However,
if you have difficulty hearing the music from the radio, then the volumeistoo soft and
thus, needsto beincreased.

Wy

T

et

When you don’t want other people aside from the one you are talking to to hear
your voice, you should then talk to him/her in asoft voice. Sometimes, you cannot
help but shout at the one you are mad at. Don’t shout. You'll regret it | ater.
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At home, when speaking with family members, your voice should only beloud
enough to be heard by them. Thereisno need to shout.

Do you remember Mang Karding in thedialog you read earlier?

What kind of voice does he have?

If you said that he hasaloud voice, then you areright! Mang Karding hasavery
loud voice. Every time he speaks, he soundsasif heisangry with someone. Thisis
why Mang Siso had to comment on theway he speaks. Through Mang Siso’s
comments, Mang Karding improved the volume of hisvoice.

Thevolume of your voice must suit the situationyou arein. If youareina
meeting inyour barangay hall, you haveto speak louder. Thiswill help the people at
the back or even those outside to hear you clearly.

19



If you arein the market, make an effort to speak louder especialy if therearea
lot of people around you. The market vendor might not be ableto hear what you are
saying if you speak softly.

e.

Do you think your voiceisloud or soft? Why do you think so?

Regulating the volume of one’svoiceisvery important not only during meetings
but in every other situation aswell. You must know how to modulate your voiceto
make clear to other people what you want them to understand.

What is* pitch” ? Pitch isvery important when you are conversing with other
people becauseit indicates your emotions and feelings regarding the situation you are
in.

A person with ahigh-pitched voice, ssimilar to achild’s, may beemotionally

unstable and excitable. Using a high-pitched voice should be avoided asmuch as
possible because it can beirritating to the listener.

20



Do you remember the meeting between Mang Karding and the other officers of
thelr barangay?

Who among the characters had ahigh-pitched voice? Why do you think so?

If yousaidAling Tinay did, then you’ reright! Mang Siso even suggested that
Aling Tinay lower the pitch of her voice.

Do you have ahigh-pitched voice? Do you know aperson who speakswith ahigh-
pitched voice?Why do you think he/she speaksthisway?

Have you ever seen or listened to aproduct advertisement on television or radio?
How effective wasthe product endorser?

Wasthe narrator speaking very fast or very slow?Was he/she ableto convince
you to buy the product he/she was endorsing? Did how he/she speak convinceyou to
buy the product?

How fast or slow aperson speaksisreferred to as his/her rate of speaking. On
the average, people are understood very well if they speak at the rate of 125 to 160
words per minute. If you, for example, noticethat the person you aretalkingtois
getting bored, speak rapidly so that he/shewill not fall asleep.

Now let’sthink back about thedialog you read earlier.
Who among the characters spoke fast? Why do you think so?

In\Voicing Out, two characters spoke very fast. They were Nestor and Tito.
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If you spesak fast, would people understand what you' re saying? Why or why not?

It hel psto know how fast you speak. When you are at home, you can speak asfast
asyou can and be clearly understood. But when you arein any big gathering, you
should speak slowly. Varying your speaking rate will reflect the mood changes and put
emphasis on certain points of your speech.

Do you remember Nestor in Voicing Out? When he gave his suggestion, Charito
didn’t understand what he said. He had to speak slower so that the peoplewould
understand what hewas saying.

Andwhat about Tito? What happened to himwas similar to what happened to
Nestor. Mariano had to remind him to speak more slowly so that the others could
understand him.

When you are, for exampl e, telling someone about ahold-up incident that just
happened to you, you can talk fast to emphasize how terrified you were. After some
time, you can speak more slowly intelling the people how tired you were and how sad
you were about your |oss.

How fast do you normally speak? Do you vary your rate of speaking for every
situation? Why or why not?

You can try recording your voice using atape recorder to determine whether you
speak fast or lowly. You may also want to ask family membersor friendsto
determine the answer to this question.

After determining your voice snormal volume, pitch and rate, you should now try
to add apleasing quality to your voice. Take adeep breath then relax so that your voice
comesout naturally. Befriendly whileyou aretalking. Imaginethat you aretalking to
aclosefriend evenif you are actually facing abig crowd. Be confident. Don’t et the
audienceterrify you. Expressyour desireto impart what you know. Communicate
what you have experienced. If you arerelaxed, your voicewill have apleasing quality.
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> Let's Talk About This

Answer thefollowing questions briefly then share your answerswith your
co-learnersor your Instructional Manager.

1. Isitimportant to know how to speak effectively when one hasto share or
voice out his’her opinions or thoughts? Why/Why not?

2.  What could possibly happen if someone doesn’t speak effectively when he/
she shares his/her thoughts/opinions on a certain subject/issue? Why?

3. Haveyou ever spokeninfront of many people?What did you talk to them
about?

4. How would you describe the way you spoketo them in terms of volume,
pitch and rate? Was your voice effective? Why or why not?

5. What improvements should you maketo be ableto speak more effectively?

Compare your answerswith those in the Answer Key on pages 50 and 51.
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A Let’s Try This

Put to good use what you just learned by reading thefollowing sentences al oud.
Try to suit your voice to the mood of each of the situations (asindicated before every
sentence) whilereading. If you have atape recorder, you can record your voiceon a
blank cassette tape to observe how you say the sentenceslater. You may even ask your
Instructional Manager or Facilitator for ablank tape so you can record your voice.
Remember to use the proper volume, pitch and rate for each situation. If you do not
have atape recorder, you may simply read the sentences aloud to your Instructional
Manager or Facilitator or your co-learners.

1. Happyand excited: Yahoo! Did | hear you right, my love? Everybody, we're
getting married soon! Yahoo!

2. Angry: What do you think | am? A fool ?1 saw you kissing that woman when |
passed by your place yesterday!

3.  Sanding in front of many people, intense, with firm belief: 1f we unite and
put our heads together to think of solutionsto our problems, we will
progress!

4. Sad: Myra, | don’t know how to say this, but | want to tell you that our dear
friend just passed away yesterday.

5. Whiletalking to a crowd, simple and honest statement: My dear
townmates, the governor has asked meto inform you that you must vacate
your homesimmediately because of the dangers M ount Pinatubo posesto
us.

Listen to Tape Segment # 2, Sde A, Wolume, Pitch and Rate to hear whether you
correctly expressed the various feelings under the different situations presented.

If you are not sati sfied with how you sounded, then retape your voice. If you are
satisfied with your recording, submit the tapeto your Instructional Manager or
Facilitator and let him/her listen to your recording for further feedback.

If you do not have atape recorder and are simply reading the sentences aloud to
your Instructional Manager or Facilitator or co-learners, ask for their comments or
feedback. While reading the sentences a oud, you should be ableto vary your voice's
pitch, volume and rate to express different feelings that come with the different
Situations presented.
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?’) Let's See What You Have Learned

A. Listento Tape Segment # 2, Sde A, Volume, Pitch and Rate again. List down
the different emotions or feelings conveyed by Mariano and Teresitain the
following situations.

Characters/Situations Emotions and Feelings

Situations 1, Mariano

Situations 2, Teresita

Situations 3, Mariano

Situations4, Teresita

Situations 5, Mariano

B. Matchtheitemsin ColumnA with thosein Column B. Write only the letter
of the correct answer in the blank before each number.

ColumnA ColumnB

1. Itreferstotheability to useyour speaking | a pitch

voice effectively. b, quality
2. It refersto the loudness or softness of your

: c. volume

voice.

3. Itrefersto how fast or how slow you speak. d effect|ve_ .
communication

4. Itisanelement of voicethat showshow skills

high or low your speaking voiceis. o rde
5. Itisthe characteristic of voice that makes

it pleasant or unpleasant.

Compare your answerswith thosein the Answer Key on page51.
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% Let's Remember

Effective communication meansyou must have an effective speaking
voice. Your voice must suit the different situationsyou arein, the topicsyou
arediscussing and the audiencelistening to you.

There must be a balance among the elements of voiceto be ableto
communicate effectively. These elementsinclude:

Volume—the loudness or softness of your voice;
Pitch—the element of voice that shows how you fedl;
Rate—how fast or how slow you speak; and

Quality—that characteristic which makes aperson’svoice pleasant or
unpleasant.

26



LESSON 2

Say It Right

Haveyou ever attended group meetings? Or have you ever beeninvolved in
resolving conflicts—either among family membersor friends? How about arriving at
conclusions? How do you usually classify different topics during these kinds of
meetings? These meetings are quite serious, aren’ t they? Such meetingsmay also
involve heated argumentsor evenfighting if you do not know what to say and how to
say certain thingsin meetings like these.

After studying thislesson, you should be able to use polite utterancesin group
meetings, inresolving conflictsand in arriving at conclusions.

N\ Let's Listen to This

Listento Tape Segment # 3, Sde A, Say It! If you don’t have a cassette player
with you, just read the story below.

Characters
Captain Kario 45-year-old barangay captain
Ka Julio 45-year-old barangay council member
Dr. Manalo 40-year-old barangay council adviser
Atty. Solis 50-year-old barangay council adviser
Ka Poldo 35-year-old barangay council member
Ka Lando 40-year-old barangay council member
Aling Sepa 40-year-old barangay council member
Nardo 30-year-old barangay council member
Ejé:;:i N ) 3
/ |
ke
Inameeting at the barangay hall . . .

Captain Kario: Pleasetake your seats. We want to introduce to you two new
advisersof our council. ThisisAtty. Solis, who hasrecently
retired from the Municipal Government Legal Division, and
thisisDr. RosaManalo, who works at thelocal community
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Atty. Solis:

Dr. Manalo:

Captain Kario:

Ka Julio:

Captain Kario:

Ka Julio:

Ka Poldo:

Ka Julio:

Ka Poldo:

Ka Julio:
Ka Poldo:

Ka Julio:

Captain Kario:

hospital. They are here to offer their servicesfor free. Please
givethem abig hand.

Thank you very much for making uspart of your group. Itis
our honor to servethe people of Kamuning.

| also want to convey to you my thanksfor accepting usin
your group. You can be assured that | will do my best to
perform my duties asan adviser, drawing on my knowledge and
experienceinthefield of health and medicine.

Thismeeting was called because of thefollowing pointson
our agenda. First, we want to put astop to the proposal
regarding the color coding of garbage containers. Second, we
wantto. ..

But | think it will dousgoodto. ..
Kadulio, pleaselet mefinishwhat | havetosay . ..

No, let mecontinue. . .

Kadulio, let Captain Kario
say what he hasto say first.

Why areyou people
picking on me?

Kadulio, pleasesit down.

We are not picking on you.
We called this meeting to resolve the issue, but we cannot
continue if we let our emotions get the better of us.

| only wanted to say my piece.

Then, please, wait for your turn to speak. We are hereto listen
to everybody’sopinions.

Okay, okay. I’ m sorry. Captain Kario, please takethefloor.

It'sokay. | know you meant well. Asl was saying, we haveto
put a stop to the plan to color code our garbage containers
because the barangay council hasnot yet spread theword
about this scheme. Please consider my proposal. This scheme
will not be successful anyway if we do not disseminate more
information to as many people aswe can. | hopeyou
understand the situation we are facing. Remember thetime
when we pushed through with aprogram without even
bothering to tell the residents about it?
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After sometime...

Captain Kario:

Mrs. Baldivia:

Group:

Charito:

Captain Kario:

Charito:

We have some refreshments at the back of the room, courtesy
of our good friend, Mrs. Baldivia, the owner of Benjie's Turo-
Turo.

L adies and gentlemen, come on. Please partake of our humble
merienda.

Thank you, Mrs. Badivia.

PR
T
;-';
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Captain Kario, excuseme, but | haveto leave. My husbandis
sick and | promised him | would not be away for long.

That’sokay. | will make sure somebody briefsyou onthe
results of today’s meeting. Please give my regardsto your
husband. | hope he'll feel well soon.

Thank you, Captain.
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Ka Lando:

Dr. Manalo:

Atty. Solis:

Ka Lando:

Aling Sepa:
Manalo, Solis:

Captain Kario:

Ka Julio:

Captain Kario:

Ka Julio:

Dr. Manalo:
Group:

Dr. Manalo:

Dr. Manalo, Atty. Salis, I’m Lando, one of the barangay
councilors. It's niceto have both of you here. We certainly
would learn alot from you.

Lando, I’'m surethat wewill enjoy working with all of you.

I’ ve alwayswanted to beapart of your group. All of you make
usfeel at homeand at easein our barangay.

And these are the other members of the council, Aling Sepa
and Nardo.

Glad to meet you, Dr. Manalo, Atty. Solis.
Samehere.

L adies, gentlemen. You may take your refreshmentsto your
seats so that we may finish early.

May | havethischanceto speak now, Cap?

Go ahead, KaJdulio.

Again, | would liketo say I’'m sorry for my behavior earlier. |
thought we were going to push through with the project we had
already planned but we' re not. Anyway, | suggest that we
conduct aseminar on proper waste management including how
to color code our wastes. We can also invite speakerswho are
well versed in this subject.

May | havethefloor?
Yes, please.

Thereisanongovernment organization led by aperson | know.
Sheand her team often conduct seminars on solid waste
management. They teach composting on the household level.
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Aling Sepa:

Dr. Manalo:

Atty. Solis:

Ka Lando:

Captain Kario:

Group:

Captain Kario:

Group:

Captain Kario:

Group:

Captain Kario:

Ka Julio:

Group:

They use pots or large plastic bags as containersfor the
compost.

Very good suggestion, Doc. | agreewiththat. I’ m surethere
arealot of peoplewho would like to see this garbage problem
solved.

I would like the consensus of the group, too. Arethere any
other ideas?

| saw alocal junk shop nearby. | would liketo proposethat we
encouragetheresidents of our barangay to patronize that shop.
By now, | am sureweall know that thereiscashin trash.

g\ | Junk shop!
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| agreewithAtty. Solis.

So, now do we all agreeto postpone the color coding of
garbage until we have properly notified all theresidents?

Yes, yes.

| would liketo propose then that we make Dr. Manalo the
committee chairman for the waste management project. Do
you all agree?

Yes, yes.

Doweaso agreethat wewill endorsethelocal junk shop as
proposed by Atty. Solis?

Yes.

Lastly, doweall agreeto proceed to my house for dinner?
| disagree.

Huh?
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Captain Kario:  But, why, KaJulio?lssomething the matter?

Ka Julio: No, | want usall to proceed to my house because today is my
birthday. You aredl invited.

Captain Kario:  Very well then. Shall weall wish him ahappy birthday?
Group: Happy birthday, KaJulio!

Ka Julio: Thank you! Now, let’'sgo. My wifeiswaiting for us!

1 | et’'s Try This

Answer thefollowing questionsbriefly.
1. What would have happened if KaJdulio had not given way to Captain Kario?

2. What should KaJulio do the next time he wantsto say something?

3. What polite utteranceswere used during the meeting?

4. Think back to any group meeting you have attended in the past.

a What polite utterances did the participants use when they wanted to say
something?

b. How doyou feel when such polite utterances are used, especially when
they are addressed to you?

c. What happensif peoplearenot polite during group meetings?

Compare your answerswith thosein the Answer Key on pages 51-52.
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() Let's Study and Analyze

Effective communication involves transmitting, sharing or passing on to other
peoplewhat you haveto say and making surethey not only hear but understand you as
well. It also involves saying theright wordsto build better rel ationships and goodwill
among people. You have to choose your words carefully so as not to offend them.

In some group meetings, not everyone knows everyone. Because of this, you have
to introduce the newcomersfirst before proceeding with the meeting. During breaks,
you should make the newcomersfeel welcome so they will not feel |eft out. Read the
situation below to see how KaL ando did thisduring their meeting.

Ka Lando: Dr. Manalo, Atty. Salis, I’m Lando, one of the barangay

councilors. It's nice to have both of you here. We certainly
would learn alot from you.

Dr. Manalo: Lando, I’'m surethat wewill enjoy working with you guys.

Atty. Solis: I’ ve alwayswanted to be part of your group. All of you make

usfeel at homeand at easein our barangay.

Here are some more examples of polite utterances during meetings:

1.

10.

© © N o o &

Please, consider my proposal. (Or whatever you want them to do for you,
like listen to you or pass a sheet of paper.)

May | havethe chanceto speak?

Excuse mebut | haveto go.

| proposethat . ..

| suggestthat . . .

| agreethat . ..

| disagree because. . .
| beg your pardon. ..
I'msorry ...

Pardonme. ..
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When saying these words, make your tone conversational and friendly. Put a
smileinto your voice as much as possible so that you will not sound unfriendly.

| Let's Read

Using Effective Communication to Resolve Conflicts

When aconflict arises, thereisusually tension between the parties arguing or
disagreeing with each other. A conflict occurswhen aperson isfaced with abad or
disagreeable situation. You or someone else may create such situation.

When Mariaand Juana’s disagreement over Maria stree got out of control, their
other neighbor, Isabel, had to act asamediator or go-between. 1sabel helped them
settle their disagreement. What are some of the polite utterances that may beusedin
situationslikethis?

First, Isabel must bevery careful in dealing with this situation knowing that there
iIsapossibility for both Mariaand Juanato become angry with her.

Underline the polite utterances used in the conflict resolution bel ow.
Inlsabel’shouse. ..

|sabel: | know Mariadoes not want to cut her tree down because when
it bearsfruits, her family benefits. Juana, on the other hand,
wantsit cut down becauseitsdry leaves contributeto the pile
of trash in her home. Maybe you can make acompromise so
that thetreewill not haveto be cut down entirely.
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|sabel:
Juana:

Maria:

|sabel:

Juana:

Maria:

Juana:

Maria:

Juana:
|sabel:

Juana:

Maria & Juana:
|sabel:
Maria:

Juana:

Please, Mariawill talk first. Isthat okay with you, Juana?
Yes, pleasego on.

| am sorry my tree makesamess of Juana'syard but | cannot
cut it down because my family lovesthat tree. It givesus shade
anditsfruitsarevery sweet. Why don’t wejust tieanet around
it so that the leaveswill not fall on Juana'syard.

You can do that. But thedried leavesthat will fall into the net
will stink when they rot.

Yes and when you removethe net, some of the leaveswill still
fall onmy yard.

So, what do you suggest?

| suggest that you have somebody from your family sweep our
yard every day.

But there may be timeswhen nobody will be availableto
sweep your yard.

WEell, then, cut the treel

Please, Juana, calm down. We cannot resolvethisif you get
med.

Okay, I'm sorry. It'sjust that we cannot seem to agree on what
to do.

Oh, therewill beasolution, don't worry. We will figurethis
out together.

What if we give you ten percent of the harvest to make up for
the mess our tree makes?

That seemsto be anice proposition.

Canyouraiseit to 15 percent?

Ahhh...okay.
Thenisitadea?
Yed

I’m glad thisis over. We can put this problem behind us now.
I’mglad too.
Samehere.
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A Let’s Try This

Answer thefollowing questionsbriefly.

1. Waslsabel an effective mediator in Mariaand Juanas conflict? Why or why
not?

2. WereMariaand Juanaableto resolvetheir conflict? How?

3.  What polite utterances were used in the situation?

4. Isitimportant to use polite utterancesin mediating in conflicts? Why or
why not?

Compare your answerswith thosein the Answer Key on page 52.

Let's Think About This

To ease aconflict, it would be niceif both parties could cool off first. Thisway,
they can think more clearly about thingsfirst. Tell them in aniceway to wait for their
turnto talk and to listen carefully to each other.

M ake them find out what they both need. Assoon asthey know what they need,
tell them to think of all the possible solutions to their problem.

When al possible solutions have been given, ask them to choose which onethey
both agreeto. When they have agreed, |et them make a plan that they can follow.
Through al this, advisethem to avoid saying thingsthat may offend each other.
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Suggest that they use utterancesin accordance with good manners. Be sureto do this
tactfully so that neither of them is offended.

Rease let Mria
tdkfirg,
Isad . Istha

okay'?

For example, beforeletting Mariaair her side, she asked Juana’'s permission first.
By doing this, she and Juanaheard what Mariahad to say clearly and understood her
side. Afterward, Juanawas given the same courtesy to air her side of the story.

Another important factor to consider when resolving conflictsisthat the parties
concerned should stick to theissues at hand. They should not stray to other topicsthat
may cause more confusion and/or tension to the participants. Resolve one conflict at
atimeor, if there are several related issues, tackle oneissue at atime.

Do you remember the timewhen Mariaand Juana cannot seem to agree on each
of their suggestions? |sabel came to the rescue and let them focus on the matter at

hand.

You should always compliment aperson who has contributed something useful to
the discussion. You can say:

Aling Lina: That’savery good idea! How soon canwe start planning for its
realization?
Mr. lda: | didn’t think of that. It'sgood that you did.
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If you havethreefriendswho are arguing heatedly on whereto eat dinner . ..

1.

2.

What will you tell them?

What can you say to compliment their suggestions?

Compare your answerswith those in the Answer Key on page 53.

Using polite utterances in resolving conflictsis very effective for the following

reasons.

¢

You makethe partiesthink clearly: “ Could you please listen to what he/she
hasto say?’

You make the parties choose their best option in resolving their conflict: “|
suggest that wetry Rita'ssuggestion if that’'s okay with you, Joan?’

You could refocus the discussion on the topic or issue at hand if the parties
in conflict are going astray: “1 think we should settle your concerns before
moving on to another topic.”

You could compliment the peoplewho areinvolved in the conflict: “ That was
anice suggestion. Which one do you prefer, Diwa?’
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C“A Let's Think About This

Arriving at Conclusions Through Effective Communication

What should you do to properly draw conclusions about anissue, like ajeepney
or atricycledriver being accused of overcharging hispassengers?

You may compareyour answer with what you will belearning bel ow.

Haveyou ever had to draw conclusionsfrom given argumentsin order to settlean
issue?

Arriving at theright conclusionisvery hard to do. You must haveall thefacts
first before you can decide what to do. You cannot just jJump to conclusions based on
what aperson said. You should get the sides of all those concerned. For example, the
officers of your local tricycle association received some complaints about a
particular driver. The complainant said that thisdriver overcharges his passengers.

In response to the complaint, the officers of the association called for a meeting.
They called on the complainant and thedriver himself.

Read the conversation that followed:

Officer: We are here to act on the complaint filed against Mang Dado
by Aling Consolacion. She said that Mang Dado has been
overcharging hispassengers. | want to get the statement of the
complainant first. Aling Consolacion, please. . .

Consolacion: | rode Mang Dado’stricyclelast Saturday fromthe side
opposite NepaQ-Mart up to Chicago Street. Thenormal farel
am charged isonly £5.00. Mang Dado charged me double.

Officer: Mang Dado, isthat correct?
Mang Dado: Yes.
Officer: Why did you chargethat much?

Mang Dado: Because Aling Consolacion wasthe only passenger at that
time. Shewas urging meto go ahead without waiting for
another passenger to arrive. So, | charged her doublethe
amount to pay for the empty seat aswell.

Officer: Aling Consolacion, isthat true?
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Consolacion: Yes, | believe so.

Officer: Then, Mang Dado did not overcharge you. He only madeyou
pay for the vacant seat. Mang Dado would have received that
amount if he got another passenger.

Answer the following questions based on the dialog you just read.

1. How didtheofficer draw hisconclusion about the complaint filed against
Mang Dado?

2.  How wasthe meeting used in order to draw aconclusion about theincident
between Mang Dado and Aling Consolacion?

3. Wasthe meeting effectivein settling the incident between Mang Dado and
Aling Consolacion?Why or why not?

You may compare your answerswith the one below.

The meeting was successful in clarifying theincident between Mang Dado and
Aling Consolacion. Aling Consolacion | earned that Mang Dado wasjust charging the
normal farefor aspecial trip. In Aling Consolacion’s case, shewasthe only passenger
when she requested Mang Dado to take her to her destination. Because of this, Mang
Dado charged her therate he would havereceived if there was another passenger on
board.

Theofficer didn’t draw hisconclusions about Mang Dado immediately. Instead,
he called for ameeting with the concerned partiesto let them explain their respective
sides.
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The meeting became avenuefor enabling the concerned partiesto talk about what
happened. It was successful in clarifying matters between the two people concerned. It
also madeAling Consolacion understand Mang Dado’sreasonsfor doing what hedid.

You should remember that when arriving at conclusionsin ameeting or resolving
conflicts, you should:

¢ chooseyour words carefully to suit your listeners; and
¢ stay focused on the subject being discussed.

What was the focus of the officer’s questions regarding the incident between
Mang Dado and Aling Consolacion?

The meeting between the officer, Mang Dado and Aling Consol acion wasfocused
on theincident alone. The questions of the officer were all focused on the incident.
For example, at the start of the meeting, the officer requested the concerned parties
to air their respective sides of the story. Thisway, the officer understood what really
happened. He got all the facts he needed to make a conclusion.

Do you think it isimportant to know the whole story about an incident or issue
first before drawing your conclusions? Why or why not?

L et usgo back to Mang Dado’ s story.

What did the officer do before drawing aconclusion?
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In order to draw the right conclusion, you should get the whole story first. You
may request the concerned partiesto retell the eventsso you'll haveaclear idea. This
way, they are ableto air their respective sides. For example, the officer requested
Aling Consolacion and Mang Dado to tell their versions of theincident. The officer
wasfair to Mang Dado and Aling Consol acion because hedidn’t favor either of them.
Hewas very objective about making the conclusion.

Knowing thewhole story isvery important in analyzing thefactsinvolved inthe
incident. Likewhat happened to Mang Dado, Aling Consolacion learned that thefare
she paid wasjust the normal fare anyone would be charged granting that person asks
thedriver to go on aspecial trip. Shewould have paid only®5.00 if she had waited for
another passenger.

When drawing conclusions, you should always:

¢  Expressgratitude whenever appropriate. Thisway, the participantswould feel
appreciated.

Example:  Thank you for attending the meeting, Aling Consolacion and
Mang Dado.

¢+ Befairtoall the people concerned. Do not discriminate.

Example:  Inorder to understand the whole story, may | request both of
you totell uswhat happened. Aling Consolacion, you may air
your sidefirst.

¢+ Bepositiveaways. It would help lighten the situation, especidly if thereis
tension.

Example:
Officer: Don’t worry. We can find a solution to your problem.

Consolacion: Thank you very much. You havehelped mealot. I'm
sureeverything will be okay now.

Officer: That'stheway it should be.
Asthefounder of the Toastmasters|nternational Organization, Mr. Ralph C.
Smedley, once said: “Most of the conflicts and disagreements among men result from

misunderstanding.” That iswhy, we should aways be politeto others. You should find
good in everybody. If you' re not sureif what you' re sayingisright, then don't say it.
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?’) Let's See What You Have Learned

Indicate whether each of the following statementsis Polite or Impolite. Put a
check mark (3) in the appropriate box. Give areason for your answer.

1. 1 don’twant to hear anymorewhat Will Polite Impolite
hasto say because | already know it. [ ] [ ]

2. | begyour pardon. Polite Impolite

3. Pleasebeguided accordingly. Polite Impolite

4. Why don’t you just keep your mouth shut? Polite Impolite

5. I wouldliketotakethisopportunity tothank Polite Impolite
you for coming to this meeting. [ ] [ ]
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6. It hasbeenapleasure meetingyouall. Pl%i'l[e Iml%llite
7. lwantyoualtoagreewithwhatl amgoing  Polite Impolite
to say. [] []

8. Your presentation wasgreat! Plo:Ii'ie Iml%llite
9. May | bealowedto speak? Pl%i'l[e Iml%llite
10. Your suggestionwasabig help. Thank you. Plo:Ii'ie Iml%llite

Compare your answerswith thosein the Answer Key on page 53.



%% Let’'s Remember

¢ Todraw theright conclusions, you should:

« haveall thefactsbefore you can decide what to do. You should not jump
to conclusions right after one of the participantstells his’her story.
You should get the sides of all those concerned;

e choosethewordsyou will usethat will suit your listenersand the
situation;

«  stay focused on the subject at hand;

e expressthankswhenever appropriate. Thisway the participantswill feel
appreciated;

« befair to al those concerned—do not discriminate; and

e bepositiveespecially when thereisalready tension between the
participants.

¢+ Politeutterancesarevery useful and effectivein conducting group meetings,
inresolving conflictsand in arriving at conclusions because:

e they helpcreateafriendly and healthy atmosphere among the
participants;

e they prevent peoplefrom losing their temper and maintain their focus
onacertainissue; and

« they encourage peopleto speak with each other, seethe situation
clearly and find afair conclusionintheend.

WEell, thisisamost the end of the module! Congratulationsfor reaching thisfar.
Didyou likethe module so far? Did you learn anything useful fromit? A summary of
itsmain pointsis given below to help you remember them better.

% Let’s Sum Up

Thismoduletellsusthat:
¢  Effective speech communication means having effective speaking skills.

¢ For peopleto clearly understand what you’ re saying, your voice must have
the proper volume, pitch, rate and quality that suitsyour topic, the situation
you arein and thekind of audienceyou have.

¢ Using polite utterancesisvery effective in conducting group meetings,
resolving conflictsand drawing conclusions.
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"y What Have You Learned?

A. Writetheletter of the best answer to each of the following in the blank
provided.

1 Ifyourvoiceisloud, peoplemay think that . . .
a youareangry.
b. you areinterested about the topic being discussed.
c. you arebored with the people around you.
d. youknow many things about the topic being discussed.
2. Thepitch of your voice showsyour . . .
a feelingsabout thetopic.
b. knowledge of the topic being discussed.
c. ability toresolve aconflict.
d. skill indrawing conclusions.
3. Therateat whichyou speak tells. ..
a how fast or how slow you speak.
b. how good you arewithwords.
c. how much you know about the topic being discussed.
d. how pleasant or unpleasant your voiceis.
4. Volumerefersto. ..
a how fast or how slow youtalk.
b. theloudness or softness of your voice.
c. how much you know about the topic being discussed.
d. your ability to resolve conflicts.
5. Polite utteranceshelp to. ..
a resolve conflicts.
b. worsenaproblem.
c. makesomeoneangry.

d. ruinaconversation.
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B. Readthesituationsbelow and complete the sentences by writing the proper
polite utterancesto be said by the personsinvolved in the story.

1.

Will wastalking to Grace at ameeting about their presentation for the
next day. Grace couldn’t hear what Will was saying about their
presentation. What should Grace say to Will?

, What did you say?

Theyouth organi zation met about the possible activitiesthey can engage
infor their summer program. Their leader wanted all the young people
in the community to participatein whatever activitiesthe organization
may decide on. One of the memberswanted her ideasto be heard by the
youth leader, what should she say?

that we have avotein deciding what
activities should beincluded in the program.

Two office matesrecently argued about the sudden changeintheir
friendship. Jack claimed that Karen suddenly became cold to him for no
reason at all. What should Jack say to Karen?

Why haveyou been so cold to melately? Did | do something wrong?
tell me what it is?

Will just had an argument with Jack regarding their taxi fare. He claimed
to have paid morethan half of their fare. What should Will say to Jack?

give me half of the amount we paid
for thetaxi fare. I’ m running short on cash.

The barangay officers had ameeting regarding the fight between Mang
Andresand Mang Jose. How should the barangay captain start the
meeting? What should he say to thetwo parties?

| understand that you had ami sunderstanding regarding the boundary of
your fence. know the details? Who
would liketo start first? Mang Andres,

begin?

C. Underlinethe polite utterancesin the dialog bel ow.

Karen started arumor that Grace asks other peopleto do her work for

her. Thisrumor reached their supervisor and he called for ameeting. During

themeeting. ..

Supervisor: | heard newsthat Karen has been telling some peopl e that
Grace asks her friends to do her work for her. Karen, is
that true?

Karen: Yes, sir, that'strue.
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Supervisor: Why did you spread that rumor. Istheretruthtoit?

Karen: No, sir.

Supervisor: Then, why start such arumor?

Karen: | felt angry with Grace because sheisaways
complimented for her work.

Supervisor: How did you take the rumor, Grace?

Grace: | wasdeeply hurt by it. | know that | have been working
hard and yet | became the subject of rumors. Therumors
got so bad, infact, that | wanted to resign from my job.

Supervisor: Do you understand now, Karen, how the rumorsyou
spread deeply affected Grace?

Karen: I’m sorry, Grace. | didn’t meanto hurt you. | wasjust
envious of your accomplishments. Pleaseforgive me.

Grace: You should be more careful about what you say about
other people. What I’ m doing hereisnot only for me but
also for the company.

Karen: | know. | hopeyou canfinditinyour heart to forgive me
for what I’ vedone. Please. . .

Supervisor: Karen, do you know that because of what you did, | have
to put you under probation?

Karen: Yes, sir. I'mreally sorry. I'll never doit again.

Supervisor: Grace, | hopethat you will set aside thisincident and
forget about it. The company is proud to have you here.
You have been working very hard and you deserveadl the
complimentsyou get. | just hopeyou canforgiveKarenin
thefuture.

Grace: Sir, | candothat aslong asshe'll never doit again.

Karen: | promisel won't. Thank you.

Supervisor: S0, everyone, therumorsare not true at all. | hopethat

instead of creating rumors, we can focus more on our
work next time. Let us all do our share for the success of
our company.

Compare your answers with thosein the Answer Key on pages 53-54. If you got
aperfect score, you may then study another module. If you didn’t, review first the
parts of thelesson you didn’t understand very well before studying another one.
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? Answer Key

A. Let’'s See What You Already Know (pages2-3)

A. 1. (c). Effectivespeech communication skillsmeansyou must be

o NP

ableto properly useyour speaking voice. Thiswill enableyour
audienceto clearly understand what you say.

(d). Volumerefersto how loud or soft your voiceis. Your voice

should havethe proper volumeto be clearly heard and
understood by your audience.

(@). Pitchindicateshow youfeel. A high pitch suggests

nervousness and tension, whilealow pitch indicates
Seriousness.

(b). Quality refersto how pleasant or unpleasant one'svoiceis.

One'svoice must have apleasing quality so that his’her
audience may be ableto appreciate and clearly understand
what he/sheissaying.

. (). Rateisthat characteristic of voice which refersto how fast or

how slow you speak. You should speak at an appropriate pace
to beclearly understood by your audience.

Please consider my suggestion for the upcoming town fiesta.
Pardon me, but | didn’t hear what you said.

Excuse me, please let mefinishwhat | am saying first.

| beg to disagree, but his suggestion is much better.

Thank you for attending this meeting.

B. Lessonl

Let's Sudy and Analyze (pages 4-5)

Theanswersto thisactivity may vary. Below are sample answers.

1.

Most of my family memberstalk inamoderate voice. | seldom
hear them talk loudly or softly.

Most of my relatives speak the sameway, they all speak
moderately.

| speak theway | do becausethat’show al my family membersand
relatives speak. | sound like them because we project our voicesin
thesameway.
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4. Yes, each of the membersof our family understandseveryone
el se because we all know how to listen to what each hasto say.

Let's Try This (pages 17-18)
Theanswersto thisactivity may vary. Below are sampleanswers.

1. MangKarding hastheloudest voice among al the charactersinthe
story. He speaks so loudly that you would think heisawaysangry.

2. Diwatahasthe softest voice among all the charactersin the story.
Mang Karding even had to request her to speak louder because
everyone else had difficulty hearing her.

3. Nestor spokefast. Infact, Charito had ahard timetrying to
understand what hewas saying. Mang Siso even had to remind
Nestor to speak more slowly so that everyone can understand
what hewas saying.

4. Charito, ontheother hand, spokevery slowly. Infact, Mang Siso
had to tell her to speak alittle faster so that she may also be well
understood.

5. Theway aperson speaks affects his/her audience’s ability to listen
to and understand him/her. If he/she speakstoo loud, he/she may
appear angry and asaresult, no onewould then listen to him/her. If,
on the other hand, she speakstoo softly, too fast or too slowly, he/
shewould still be hard to understand.

Let’'s Talk About This (page 23)
Theanswersto thisactivity may vary. Below are sample answers.

1. Speaking effectively isimportant when sharing your opinionsand
thoughts because it enablesyou to be clearly understood by your
listeners. Sharing one's opinions and thoughts means sharing
oneself. Thus, itisimportant to makeit clear what we want to say.

2. If youdo not speak effectively when sharing your thoughts about a
certain subject/issue, it could lead to misunderstanding or conflict.
The peoplelistening to you might misinterpret what you’ re saying.

3. Yes, | have. | did soduring abarangay meeting. | gave suggestions
on how to encourage the young peoplein our barangay to
participatein the various barangay projects.

4. | spoke softly and slowly because | wasvery shy beingin front of
so many people. My voice pitch was quite high because | wasalso
nervousthen. Some of the people couldn’t understand what | was
saying. | had to repeat what | said many times.
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5.

| believel should learn to speak louder and inthe proper rate. |
should control my nervousness so my voiceisn’t too high-pitched.
| believethat through practice, | canimprovetheway | talk so | will
be able to communicate my thoughts and opinions more
effectively.

Let's See What You Have Learned (page 25)

A

1.
2.
3.
4.
5.
1
2
3
4
5

happy and excited
angry

Intense and passionate
s

simpleand honest

- (d)
- (0
- (8
- (3@
- (0)

C. Lesson?2
Let's Try This (page 32)

Theanswersto thisactivity may vary. Below are sample answers.

1.

If KaJulio had not given way to Mang Kario, they might have
fought over the matter. Thiscould haveresulted in an unhealthy
argument or aconflict.

If KaJulio wantsto say something, he should:

a ask the permission of the participantsin the meeting if he could
speak; or

b. say“please” or “excuseme.”

The polite utterances used in the meeting include:
a Thank youvery much.

b. Please...

Cc. I'msorry.

d. | knowyoumeantwell ...
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4. a Thepolite utterancesthe people used include:
¢ Please...
¢ Thankyou.
¢ | begyour pardon...
¢ Pardonme...

b. | feel respected when people use polite utterances when talking
to me. It encourages mefurther to share my thoughts and
opinionsduring the meeting.

c. Not using polite utterances can make the conversations
unfriendly and may start an unhealthy argument or a
misunderstanding between the concerned parties.

Let's Try This (page 36)

1.

Yes, shewas. Shewas ableto make M ariaand Juanafocuson theissue
at hand. Shewasaso abletolet Mariaand Juana come up with the best
solution to their problem by politely asking them the right questions.

Yes, Mariaand Juanaagreed to sharethetree' sfruits. Thisway, Juana's
effort of sweeping thefallen leaves of thetree daily would be
compensated by being, in asense, part owner of thetree herself.

The polite utterances used in the conversation among the three women
in the story include:

a Pease...

b. Isthat okay withyou. ..

c. Pleasegoon...

d. lamsorry...

e. Sowhat doyousuggest. ..

f. lsuggestthat...

g. That seemsto be anice proposition.

Yes because using polite utterancesin resolving conflicts hel ps direct
the conversation in acalm manner. It also preventsthe participantsfrom
uttering rude remarkswhich might lead to even worse
misunderstandings.
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Let’'s Think About This (pages 36-38)

Theanswersto thisactivity may vary. Below are sample answers.

1. | will tell them to calm down and just settle the matter at hand or
that | know they meant well but nothing can beresolved if nobody
wantsto consider any suggestions other than hisor her own.

2. Tocompliment their suggestions, | will thank them for their
suggestions, that their suggestionswere good and very sensible or
that | will consider their suggestions.

Let's See What You Have Learned (pages 43-44)

1.

9.
10.

Impolite—It doesn’t give other people an opportunity to sharetheir
thoughts or opinions about the situation.

Polite—It requests a person to repeat what he/shejust said.
Polite—It seeksto inform the person about what he/she should do.

I mpolite—It degradesthe person by not |etting him/her say what he/
shewantsto say.

Polite—It compliments the person.
Polite—It compliments the person.

I mpolite—It does not give other people an opportunity to agree or
disagreewith theissueat hand.

Polite—It compliments the person.
Polite—It asksthe others' permission to say what you want to say.

Polite—It compliments another person for something he/she has done.

D. What Have You Learned? (pages46-48)
A 1 (a)

2. (a)
(@)
(b)
(@)
| beg your pardon, what did you say?

A S S R

May | suggest that we have avotein deciding what activities should
beincludedinthe program.
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3. Why haveyou been so cold to melately? Did | do something wrong?
Canyou pleasetell mewhat itis?

4. Pleasegive mehalf of theamount we paid for thetaxi fare. I'm
running short on cash.

5. | understand that you had amisunderstanding regarding the boundary
of your fence. Could you please |et me know the details? Who
would liketo start first? Mang Andres, would you liketo begin?

C. Karen: I’m sorry, Grace. | didn’t meanto hurt you. | wasjust
envious of your accomplishments. Pleaseforgive me.
Karen: | know. | hopeyou canfinditinyour hearttoforgive
mefor what I’ vedone. Please. ..
Karen: Yes, sir. 'mreally sorry. I'll never doit again.
Karen: | promisel won't. Thank you.
» References

DeVito, Joseph A. The Inter personal Communication Book. 5th ed. New York,
USA: Harper and Row, Publishers, 1989.

Flores, CarmelitaS. and Evelyn B. Lopez. Effective Speech Communication.
Revised ed. Quezon City, Philippines: Kalayaan PressMktg. Ent., Inc., 1990.



Characters
Narrator

Karding/
Captain
Kario

Person 1/
Teresita

Nestor

Person 2/

Mariano

Mang Sso
Diwata
Charito
Ralph
Antonio
Tito

Aling Tinay
Ka Julio
Dr. Manalo
Atty. Solis
Ka Poldo
Ka Lando
Aling Sepa
Nardo

Let's Talk!

35-year-old woman

45-year-old barangay captain (speaksloudly)

30-year-old femaleresident (speakswith just the right volume,
rate and pitch)

24-year-old male resident

23-year-old Sangguniang K abataan (SK) chairman (speakswith
just theright volume, rate and pitch)

62-year-old male resident

21-year-old SK treasurer (speaks softly)
27-year-old female resident (speaks slowly)
29-year-old kagawad (speaksloudly)
35-year-old kagawad (speaks softly)
40-year-old male resident (speaks fast)
50-year-old femal e resident (speaks with ahigh-pitched voice)
45-year-old barangay council member
40-year-old barangay council adviser
50-year-old barangay council adviser
35-year-old barangay coucil member
40-year-old barangay council member
40-year-old barangay council member

30-year-old barangay council member

Title: Tape Segment # 1, Side A, Voicing Out

Narrator:

Effective speaking requires aspeaker to change the loudness or
softness of hisor her voice, how fast or Slow he or shetalksand
how high or low hisor her voiceis. Effective speakers know
when to pause in-between dial ogstoo.
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Music

Sound effects. Crowd talking all at the sametime

Karding:

Ralph:

Antonio:;

Mang Sso:

Antonio:

Mang Sso:

Mariano:

Diwata:

Karding:

Mang Sso:

(speaking loudly) Good morning, ladiesand gentlemen.
Welcome to this meeting on proper waste management for our
barangay. | called thismeeting to ask your opinionson how to
solve our growing waste disposal problems. Let’sstart by
introducing ourselves. Ralph, Antonio, why don’t you start?

(speaking loudly) Okay, Mang Karding. I'm Ralph Cabatian, a
kagawad. | have beeninvolved in other barangay projectssuch as
the anti-drug users and cleanliness campaigns. ThisisAntonio
Quevedo, my colleague. Pare, it syour turn.

(speaking softly) I'm Antonio Quevedo, a'so akagawad. I'min
charge of the youth’s physical fitness program at present.

Canyou speak alittle louder?We can hardly hear you, Kagawad
Antonio. | know thereare only afew of ushere, but your voiceis
so soft that we have difficulty hearing you.

(speaking loudly thistime) Okay, Mang Siso. I'mAntonio
Quevedo, akagawad. I’ m tasked with the physical program for
theyouth at present. | also work with Kagawad Ralphinthewaste
disposal project.

That'smorelikeit, Kagawad! | guess|’mnext. I’m Narciso
Cariaso. You may call me Mang Siso. | am one of the senior
residentswho arevery activeinthe barangay. Bessdemeisthe
SK chairmanwhomyou al know.

(speaking clearly) I'm Mariano San Lazaro. | amthe SK chairman
of thisbarangay. Whatever the outcome of our meeting today, |
can disseminateit to the other members of the SK and get their
opinionsand suggestions. If al turnsout well, we can implement
our project next month. Beside meis Diwata, the SK treasurer.

(speaking softly) Good morning.

(speaking loudly) Very well, Diwata. In order not to take so much
of your time, | would like to introduce more young residents of
our barangay. Please stand up and berecognized as| call your
name, okay? Teresita, Nestor, Charito.

Mang Karding, isit okay if you speak alittle softer. Your voice
startles us so. We can hear you loud and clear even without you
shouting.
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Karding:

Diwata:

Karding:

Diwata:

Karding:

Diwata:

Nestor:

Charito:
Mang Sso:
Nestor:
Karding:
Charito:

Mang Sso:

Charito:

Thank you for reminding me, Mang Siso! Now, let’sget downto
business. Our agendafor today includes getting your suggestions
onwhat to do with our garbage. Asyou can see, wastedisposal is
abig probleminthe country. If our barangay can comeup witha
fool proof measure that will eliminate or reduce wastes through
recycling or some other means, then the other barangays may
follow our lead.

First, we need to emphasi ze discipline. We must come up
with measuresto punish those who do not follow rulesand
regulations. But we must also give credit to those who
consistently follow therules. Diwata, areyou raising your hand?

(speaking softly) Yes, Mang Karding. At the moment, the most
practical solution to our waste disposal problem isto segregate
liquid from solid wastes.

| beg your pardon, Diwata, | can hardly hear you.

(speaking loudly thistime but not asloud for everyoneto hear
yet) | suggest garbage segregation, Mang Karding.

L ouder, please, Diwata.

Okay! | suggest we segregate our garbage. We can ask the
residentsto assign wet and dry garbage containersin their homes
so they can segregate their wastes.

(speaking really fast) That'savery good suggestion, Diwata.
Afterward, we can get volunteer residentsto recycle somethings
and makethem useful again.

(speaking slowly) What did he say, Mang Siso?
Whoa, dow down, Nestor. WE' re not going anywhere. You said...?

(speaking slowly thistime) Sorry, sorry. | said we can get
volunteersto recycle the materials. We can even earn from what
wethought of aswastesin the beginning.

Right! That way, we reduce wastes. We can a so conduct a
seminar on composting.

(speaking slowly) How about those residentswho do not have
lots big enough for composting?

| don’t mean to berude, Charito. Maybe you could speak alittle
faster next time.

(speaking faster thistime) Sure, Mang Siso. Next time.
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Karding:

Mang Sso:

Teresita:

Karding:

Teresita:

Karding:

Music

Sound effects:

Crowd:

Person 1:

Person 2:
Karding:
Person 2:

Karding:

Mang Sso:

Karding:

Mang Sso:

Karding:

(speaking loudly) Composting can be done, evenif you only have
pots at home. You don't need to haveabiglot todoit. So, let me
repeat your suggestions. First, we segregate the garbageinto wet
and dry. Second, the recyclable materials can be reused by
volunteersto earn extraincome. Third, we can engagein
composting. | think these are very good suggestions.

Hey! He'staking loudly again.

Well, Mang Karding, you talked about the rulesand regul ations.
What about the punishment and reward system?

Yes, Teresita, wewill gointo that.

First, let’sdiscusstherewards. | suggest that we conduct a
search for the cleanest and greenest street in the barangay. That
street should have no garbage dumped anywhere. Itsresidents
should a'so be ableto grow plants using their compost. We can
put garbage canson every street corner and patronize our
recycling center.

That'sright, Teresita. I’ m afraid we' verun out of time. We will
just continue our discussion next meeting with thewhole
barangay at the barangay hall. Any other suggestionsregarding
rewards? If there are none, then we will send lettersto the other
residents to inform them about this meeting.

Music and scraping of chairs
Noise

The announcement said that therewill be adiscussion on the
barangay’swaste disposal problem.

We can al so suggest various solutions.

(speaking loudly) Ehem. ..

What wasthat? Mang Karding'svoiceisvery loud.

(speaking loudly) Good morning!

Mang Karding, pleaselower your voice. Our earsare hurting.
(speaking softly thistime) Sorry. How’sthis?

That’ sbetter. Thank you.

Good afternoon, ladies and gentlemen. We are pleased to present
to you our proposalsfor solving our garbage problem. The
barangay council met last week to finalize this proposal.

58



Mang Sso:

Nestor:
Diwata:
Charito:
Karding:

Music

Mariano:

Tito:
Mariano:

Mang Tito:

Mariano:

Mang Tito:

Music

Mariano:

Aling Tinay:
Sound effects:

Crowd:

Aling Tinay:

(inasubdued voicewhile Mang Karding continues hisspeechin
the background) Remember, | commented about your speaking
voice. Don't repeat your mistake like Mang Karding.

(whispering) Thanksfor reminding us, Mang Siso.
(alsowhispering) | won't forget that, Mang Siso.
(also whispering) | remember, Mang Siso.

If you have any comments, please reserve them for the latter part
of the meeting. We will have an open forum later.

We will have zone leadersto monitor each zone's cleanliness.
They will begiven an alowanceto encourage themto do their
jobswell. Now, the open forum. Any questions or comments
from the audience?

Mariano, Mariano. | have asuggestion.
Yes, Mang Tito?

(speaking fast) | think the residents are not the only oneswho
should be monitored.

Mang Tito, please slow down. Some of those at the back cannot
understand what you’ re saying! You spesk so fast!

(speaking slowly thistime) | have atendency to do that, sorry.
Thanksfor reminding me. Asl was saying, thereisalso aneed to
monitor the vendorsin the market area. They tend to producea
lot of garbage there. We should maintain cleanlinessin the
market to get rid of pestslikeflies, cockroaches and rats.

Yes, Aling Tinay?

(speaking in ahigh-pitched voice) Thetwo schoals. . .
sound system feedback

What wasthat?

Aling Tinay, your voiceisvery high pitched. Could you
lower your pitch and stand alittle farther from the microphone?

(speaking in amodul ated voicethistime) Oh, okay. Thetwo
schools can participate aswell by teaching the pupils how to
maintain cleanlinessintheir surroundings. They can also be
taught how to make useful articlesfrom recycled materials.
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Karding: Very good suggestion, Aling Tinay. We' retaking note of all your
suggestions. We are going to implement our earlier proposal
first. After amonth, we will evaluate our progress. We will meet
againto present our findingsto all of you. Thank you very much
for attending this meeting. We will report regularly to you so
that you will know what ishappening.

Music

Narrator: You may now go back to your module.

Title: Tape Segment # 2, Side A, Volume, Pitch and Rate

Narrator: Listen carefully to the volume, pitch, rate and tone of voice of
each of the charactersin thefollowing dialog. Then compare
your taped voiceto theirs. If you are not satisfied with how you
sounded, retape your voice until you get it right. Onceyou are
satisfied with your recording, submit the tapeto your
Instructional Manager for somefeedback. Areyou ready to

listen? Let’s start then.
Situation 1
Music
Mariano: (happy and excited) Yahoo! Did | hear you right, my love?
Everybody, we' re getting married soon! Yahoo!
Music
Situation 2
Music
Teresita: (angry) What do you think | am? A fool ?| saw you kissing that
woman when | passed by your placeyesterday!
Music
Situation 3
Music
Mariano: (intense, with firm belief) If we unite and put our headstogether
to think of solutionsto our problems, we will progress!
Music

60



Music

Teresita:

Music

Music

Mariano:

Music

Narrator:

Situation 4

(sadly) Myra, | don’t know how to say this, but | want to tell you
that our dear friend just passed away yesterday.

Situation 5

(smply and honestly) My dear town mates, the governor has
asked meto inform you must vacate your homesimmediately
because of the dangers Mount Pinatubo posesto us.

How well did you do?Were you able to speak with the correct
pitch, volumaand ratejust like the speakers on tape? If you were,
very well! You can then submit your tapeto your Instructional
Manager. If you weren't, then retape your voice until you are
satisfied with your recording.

You may go back to the module now.

Title: Tape Segment # 3, Side A, Say It!

Music

Captain Kario:

Atty. Solis:

Dr. Manalo:

Captain Kario:

Ka Julio:

Please take your seats. We want to introduce to you two new
advisersof our council. ThisisAtty. Solis, who hasrecently
retired from the Municipal Government Legal Division, and this
iIsDr. RosaManalo, who works at thelocal community hospital.
They are hereto offer their servicesfor free. Please givethem a
big hand.

Thank you very much for making us part of your group. Itisour
honor to servethe people of Kamuning.

| also want to convey to you my thanksfor accepting usin your
group. You can be assured that | will do my best to perform my
dutiesasan adviser, drwaing on my knowledge and experiencein
thefield of health and medicine.

This meeting was called because of the following points on our
agenda. First, wewant to put astop to the proposal regarding the
color coding of garbage containers. Second, wewantto. . .

But | think it will dousgoodto. ..
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Captain Kario:
Ka Julio:

Ka Poldo:

Ka Julio:

Ka Poldo:

Ka Julio:

Ka Poldo:

Ka Julio:

Captain Kario:

Music

Captain Kario:

Mrs. Baldivia;

Group:

Charito:

Captain Kario:

Charito:

Ka Lando:

Kadulio, pleaselet mefinishwhat | havetosay . ..
No, let me continue. ..

Kadulio, let Captain Kario say what he hasto say first.
Why are you peopl e picking on me?

KaJdulio, please sit down. We are not picking on you. We called
this meeting to resolve the issue, but we cannot continueif we
let our emotions get the better of us.

| only wanted to say my piece.

Then, please, wait for your turn to speak. We are hereto listen to
everybody’sopinions.

Okay, okay. I’'m sorry. Captain Kario, pleasetakethefloor.

It'sokay. | know you meant well. As| was saying, we haveto put
astop to the plan to color code our garbage containers because
the barangay council has not yet spread the word about this
scheme. Please consider my proposal. This scheme will not be
successful anyway if we do not disseminate moreinformation to
asmany peopleaswe can. | hope you understand the situation we
arefacing. Remember the time when we pushed through with a
program without even bothering to tell theresidents about it?

We have some refreshments at the back of the room, courtesy of
our good friend, Mrs. Baldivia, the owner of Benjie'sTuro-Turo.

L adies and gentlemen, come on. Please partake of our humble
merienda.

Thank you, Mrs. Baldivia.

(speaking softly) Captain Kario, excuse me, but | haveto leave.
My husbandissick and | promised him | would not be away for
long.

That’sokay. | will make sure somebody briefsyou on theresults
of today’ s meeting. Please give my regardsto your husband. |
hope he'll feel well soon.

Thank you, Captain.

Dr. Manalo, Atty. Solis, I’ m Lando, one of the barangay
councilors. It'sniceto have both of you here. We certainly can
learn alot form you.
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Dr. Manalo:

Atty. Solis:

Ka Lando:

Aling Sepa:
Manalo, Solis:
Captain Kario:

Ka Julio:
Captain Kario:

Ka Julio:

Dr. Manalo:
Group:

Dr. Manalo:

Aling Sepa:
Dr. Manalo:

Atty. Solis:

Ka Lando:

Captain Kario:

Lando, I’'m surethat wewill enjoy working with all of you.

I’ ve alwayswanted to be apart of your group. All of you make us
feel at homeand at easein our barangay.

And these are the other members of the council, Aling Sepaand
Nardo.

Glad to meet you, Dr. Manal o, Atty. Solis.
Samehere.

L adies, gentlemen. You may take your refreshmentsto your
seats so that we may finish early.

May | havethe chanceto speak now, Cap?
Go ahead, KaJulio.

Again, | wouldliketo say I'm sorry for my behavior earlier. |
thought we were not going to push through with the project we
had aready planned but we' renot. Anyway, | suggest that we
conduct aseminar on proper waste management including how to
color code our wastes. We can also invite speakerswho are well
versed in thissubject.

May | havethefloor?
Yes, please.

Thereisanongovernment organization led by aperson | know.
She and her team often conduct seminarson solid waste
management. They teach composting on the household level.
They use pots or large plastic bags as containersfor the
compost.

Very good suggestion, Doc. | agreewiththat. I’m suretherearea
lot of peoplewho would like to see this grabage problem solved.

| would like the consensus of the group too. Arethere any other
ideas?

| saw alocal junk shop nearby. | would liketo proposethat we
encourage theresidents of our barangay to patronizethat shop.
By now, | am sureweall know that thereiscashin trash.

| agreewithAtty. Solis.

So, now do we all agreeto postpone the color coding of garbage
until we have properly notified all theresidents?
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Group:
Captain Kario:

Group:
Captain Kario:

Group:
Captain Kario:
Ka Julio:
Group:
Captain Kario:

Ka Julio:

Captain Kario:
Group:

Ka Julio:

Yes, yes.

| would liketo propose then that we make Dr. Manalo the
committee chairman for the waste management project. Do you
all agree?

Yes, yes.

Doweaso agreethat wewill endorsethelocal junk shop as
proposed by Atty. Solis?

Yes.

Lastly, doweall agreeto proceed to my housefor dinner?
| disagree.

Huh?

But, why, KaJulio? |s something the matter?

No, | want usall to proceed to my house because today ismy
birthday. You aredl invited.

Very well then. Shall weall wish himahappy birthday?
(happily, all together) Happy birthday, Ka Julio!

Thank you! Now, let’'sgo. My wifeiswaiting for us!
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