
 

Group Observation: Listening & Speaking  
Tutor: ____________________ Date: ____________________________ 

Participants: ___________________________________________________ 

______________________________________________________________ 

Opening the discussion  
Did you observe: 

1. An introduction to the topic? 
⓪ Yes ① Not clear ② No 

2. Politeness?     
⓪ Yes ① Mostly ② Not polite 

Managing turn-taking 
Did you observe: 

3. One person talking at a time? 
⓪ Yes ① Mostly ② No 

4. Others listening attentively? 
⓪ Yes ① Mostly ② No 

5. Participants managing interruptions well? 
⓪ Yes ① Mostly ② No 

6. Well timed contributions?  
⓪ Yes ① Sometimes ② No 

Monitoring understanding and negotiating meaning  
Did you observe participants: 

7. Clarifying and explaining?   
⓪ Yes ① Sometimes ② No 

8. Exchanging information?   
⓪ Yes  ① Sometimes ② No 

9. Making suggestions or responding to suggestions? 
⓪ Yes  ① Sometimes ② No 

10. Displaying a willingness to reconsider their own points of view?   
⓪ Yes ① Sometimes ② No 



 

11. Discussing? 
⓪ Yes  ① Sometimes ② No 

12. Agreeing and disagreeing? 
⓪ Yes  ① Sometimes ② No 

Monitoring effectiveness  
Did you observe: 

14. Nonverbal support of listeners?   
⓪ Yes ① Sometimes ② No 

15. Participants checking for others’ understanding?  
⓪ Yes ① Sometimes ② No 

Managing communication breakdowns  
Did you observe participants managing: 

16. Long pauses?   
⓪ Yes ① Sometimes ② No 

17. Disagreements?  
⓪ Yes ① Sometimes ② No 

Maintaining and changing topics  
Did you observe any: 

18. Repetition?   
⓪ Yes  ① Sometimes ② No 

19. Reinforcement?   
⓪ Yes ① Sometimes ② No 

20. Redirection of the conversation back to the topic 
⓪ Yes  ① Sometimes ② No 

Closing the discussion  
Did you observe participants: 

21. Summarising decisions or key points   
⓪ Yes ① Not clearly ② No 

22. Identifying or clarifying possible next steps 
⓪ Yes ①  Not clearly ② No 

 


