Are you ready to clarify?
WebQuest Description: Misunderstanding cannot be avoided from daily communication. However, a PR must be able to conduct a
good communication so that a message can be well-delivered by the listeners. It is better to check the listener's understanding by
clarification process. It is a proper way to resolve any areas of confusion or misunderstanding as well. Therefore, in this WebQuest,
you can learn some expressions and models in clarifying activity that scopes several different occasions.
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CLARIFICATIONThe difficulties in communicationCommunication problems in the workplace can cost your company productivity and
money. Without efficient communication, your company is unable to exchange information essential to daily operations and create a
communication network to carry new product data. Understanding examples of workplace communication issues can help you to
create policies that will address problems and create an efficient communication network in the office.&nbsp;*Language BarriersA
diverse workplace has several benefits to a business, such as a variety of solutions to company issues and insight into international
markets during expansion. But the language barrier that can sometimes occur in a diverse workplace, or any workplace, may become
a communication problem. There might be language barriers between people of different ethnic backgrounds, people of different ages
and people with different levels of industry experience. Any language barrier is going to slow communication or create
misunderstandings that make communication ineffective.*Personal IssuesEffective communication in a workplace is based on
professional correspondence designed to assist in the daily operation of the company or the continued growth of the organization.
When employees allow personal issues to affect company communication, a communication problem develops that could take a long
time to track down and resolve. People who refuse to communicate based on a personal disagreement are damaging the company's
ability to do business and slowing the growth of the organization.*Lack of FeedbackOne-way communication can become an
ineffective way to exchange information throughout the company. Employees and managerial staff should provide feedback at all
times to improve the quality of information disseminated and the manner in which the information is delivered. For example, if a
department tends to send out information in a format confusing to other people in the company, then that department needs to be
informed of its communication problems immediately or else the information coming from that group will always pose a
communication challenge.*New HiresWhen new employees are brought into the organization, they need to receive a comprehensive
introduction into the proper ways to communicate throughout the organization. Companies that do not include communication training
in their new-hire orientation programs will be forced to struggle with new hires who are forced to learn proper communication
procedures by a process of hit and miss.ClarifyingIt cannot be denied that sometimes you need to clarify your information in daily
communication especially when you face problems as mentioned above, therefore the receivers can proceed&nbsp;the message as
you hope.Briefly, the purpose of clarification is to:&nbsp; &nbsp; *Ensure that the listener's understanding of what the speaker has
said is correct, reducing misunderstanding.&nbsp; &nbsp; *Reassure the speaker that the listener is genuinely interested in them and
is attempting to understand what they are saying&nbsp; &nbsp;&nbsp;&nbsp; &nbsp; &nbsp;As an extension of reflecting, clarifying
reassures thespeaker that the listener is attempting to understand the messages they areexpressing. Clarifying can involve asking
questions or occasionally summarizingwhat the speaker has said. A listener can ask for clarification when theycannot make sense of
the speaker's responses. Sometimes, the messages that aspeaker is attempting to send can be highly complex, involving many
differentpeople, issues, places and/or times. Clarifying helps you to sort these out andalso to check the speaker's priorities. Through
clarification it is possiblefor the speaker and the listener to make sense of these often confused and complexissues. Clarifying
involves genuineness on the listener's part and it showsspeakers that the listener is interested in them and in what they have to
say.Some examples of non-directive clarification-seeking questions are:“I'm not quite sure I understand what you are saying.”“I don't
feel clear about the main issue here.”“When you said ........ what did you mean?”“Could you repeat ...?”Clarifying involves:Nonjudgemental questioning.Summarising and seeking feedback as to its accuracy.Clarification Questions&nbsp;When you are the
listener in a sensitive environment, the right sort of non-directive questioning can enable the speaker to describe their viewpoint more
fully.&nbsp;Asking the right question at the right time can be crucial and comes with practice. &nbsp;The best questions are openended as they give the speaker choice in how to respond, whereas closed questions allow only very limited responses.Open
QuestionsIf your role is to assist a speaker to talk about an issue, often the most effective questioning starts with 'when', 'where',
'how' or 'why'. &nbsp;These questions encourage speakers to be open and expand on their thoughts. &nbsp;For example:“When did
you first start feeling like this?”“Why do you feel this way?”Closed QuestionsClosed questions usually elicit a 'yes' or 'no' response and
do not encourage speakers to be open and expand on their thoughts. &nbsp;Such questions often begin with 'did you?' or 'were you?'
&nbsp;For example:“Did you always feel like this?”“Were you aware of feeling this way?”See our pages: Questioning and Types of
Question for more information.Guidelines for ClarifyingClarification is the skill we use to ensure that we have understood the message
of the speaker in an interpersonal exchange. When using clarification follow these guidelines to help aid communication and
understanding.Admit if you are unsure about what the speaker means.Ask for repetition.State what the speaker has said as you
understand it, and check whether this is what they really said.Ask for specific examples.Use open, non-directive questions - if
appropriate.Ask if you have got it right and be prepared to be corrected.SummarisingAs a further extension to clarification a summary
involves reviewing what has taken place during the whole conversation.&nbsp;It is important to keep only to the essential components
of the conversation, and it must be given from the speaker's frame of reference, not an interpretation from the listener’s viewpoint.
&nbsp;The aim of a summary is to review understanding, not to give explanation, to judge, to interpret or provide
solutions.Summarising should be done at the end of a conversation, although sometimes it may be appropriate midway through as a
way of drawing together different threads. &nbsp;At the start of a conversation, it is useful to summarise any previous discussions or
meetings as it can help to provide focus. &nbsp;Whilst the summary is likely to be the longest time a listener will be speaking during a

conversation, it is important to be as concise and straightforward as possible.Summary of ClarificationIn reflecting, clarifying and
summarising, speakers must be allowed to disagree with, and correct, what the listener says. &nbsp;They should be encouraged to
express themselves again, if necessary, giving the listener another chance at understanding, and to check understanding until
agreement is reached.Reflecting, clarifying and summarising are the tools used by active listeners to enable them to demonstrate
understanding and encourage a speaker to talk openly.For effective communication it is essential that the listener and speaker both
have the same understanding of the discussion. The speaker must, therefore, have the opportunity to correct the listener's
understanding.Use clarification, reflection and summarising to help with your interpersonal relationships.&nbsp; Several Types of
Clarification Letter&nbsp;&nbsp;Any letter written in order to confirm something, such asthe details from a previous correspondence,
or the code of conduct of theworkplace, could fall under a “letter of clarification”. Clarification lettersare often used as written warnings
to employees. For example a worker whosebehaviour has been called in to question may be sent a letter to remind them ofthe rules
and to notify them that if they continue acting in the same manner,they may be officially disciplined.A different type of clarification
letter is also used inbusiness to further explain the goals and finer details of a large project. Forexample if a hospital issued a contract
for renovation and construction, theymay answer the questions of prospective bidders in a letter, going over detailssuch as the type of
materials required, or how many electrical sockets areneeded. This is sometimes called a letter of tender clarification.Similarly
somebody offered a position with a new firm mightwrite a letter of clarification to their future employer asking them to be moreclear
about what the role entailsA letter of clarification can be sent to employees when theyare close to “stepping over the line”. Their actions
do not require a letter ofreprimand or discipline yet, but a written notification that they are beingwatched closely. Since the letter is
written, it holds more weight than averbal warning, but since it is not officially a letter of discipline, itdoesn’t hold any of the negative
vibes of being reprimanded.Sources:http://www.skillsyouneed.com/ips/clarification.htmlhttp://smallbusiness.chron.com/examplescommunication-problems-workplace-11243.htmlhttp://howtowritealetter.net/letter-of-clarification.html

In the introduction of this chapter, we have already learned several types of clarification letter. In the task section, you are asked to
make a letter of clarification. You may choose only one of provided examples. Then, you should share your own making letter to your
classmates:).&nbsp;Letter of Warning Clarification SampleLetter of Clarification to Employer SampleLetter of Tender Clarification for
Construction Sample

Following are the steps to do the task:1. Read the essence of clarification process from introduction section2.Learn the significant of
each example provided3.Choose at least one type of clarification letter4.Make your own clarification letter based on the case that you
build up5.Show to your teachers as well as classmates&nbsp;6.Share with each other how to make the clarification letter of your own
case

After making the letter of confirmation and sharing with other class members &nbsp;you &nbsp;may evaluate the result by using these
following standards:Grammar and language style &nbsp;*Your writing must be grammatically correct. If you're not sure, you may ask
to your lecturer on Grammar class. The language that you use should be formal as well.&nbsp;The aim of the letter&nbsp;*The aim of
your clarification letter must be explicit. Remember that you need to clarify something therefore the message that you deliver must be
clear.&nbsp;The format of the letter&nbsp;*The letter must be typed as the sample. every company may have different style of
formatting. However, at this stage, you should follow the provided samples.Grade Guidelines*70-80: The students make the letter like
the format but the aim of the letter is not well-delivered by the content and it is not a gramatically correct work piece.&nbsp;*80-90:
The students make the letter like the format, the aim of the letter is well-delivered however&nbsp;it is not a gramatically correct work
piece.&nbsp;*90-100:&nbsp;&nbsp;The students make the letter like the format, the aim of the letter is well-delivered and it&nbsp;is a
gramatically correct work piece.&nbsp;&nbsp;
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In this webquest section entitled "Are you ready to clarify?", the students have already learned some important points:1. The
difficulties in communication.&nbsp;2. Clarification goals and steps3. Some expressions used in clarificattion&nbsp;process4. Sample
letters of clarification5. How to make the letter of clarification by your ownHopefully by finishing all the materials, the students are able
to apply the knoswledge when dealing with their customers and hustling with work peers.&nbsp;You need to remember that clarifying
information is very important in daily working communication therefore all the messages can be well-delivered and the possibility for

misunderstanding phenomena can be lessen.

Hello, it's nice to share with you about making letter of clarification. The task in this webquest is very simple as well as the
assessment so I hope you can apply it easily in your class.&nbsp;
Standards
Credits
Other

