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	Chapter 1. Introduction

	 

	Relationships everywhere are suffering from lack of proper communication. Most arguments that take place within a relationship happen because of simple misunderstandings that get blown out of proportion. Often times an argument can be quickly resolved if both sides open their heart and ears and really hear what the other side is saying. The problem is everybody wants to be heard and understood, but not enough are willing to listen and comprehend. 

	 

	This Positive Communication Handbook aims to help reinforce positive communication in relationships by giving certain tools that aid in the communication process. Topics such as “how to keep calm in a heated argument” and “when to walk away” will be covered, as well as tools like “ SafeWords” and “Ego Checks.” Utilization of the tools and techniques in this handbook will greatly aid in healing poor communication within relationships and help to foster new opportunities for better communication in the future. 

	 

	 

	Chapter 2. Rules of Communication

	 

	When it comes to communication between you and another person it’s always a good idea to add some rules that should be followed. This allows the expectations of the conversation to be set and allows both parties to understand what needs to be followed to keep the peace. We will briefly cover 5 rules that have greatly improved the communication within our own marriage. For a deeper understanding of these rules be sure to check out our Communication Master Course available in the links section at the end of this handbook.

	 

	Rule #1 Tone

	In the Oxford dictionary, tone is defined as the “general character or attitude of a place, situation, person etc.” Keeping this in mind the tone we use with our partner, child or any other person we are speaking to will convey to them our state of mind in the moment. For this reason, using the right tone is important. If we are sad, we want to properly communicate sadness in our tone, not anger. If we communicate anger or another emotion that doesn’t align with how we feel, we can destroy the message we are trying to communicate before it is received by the other side. This leads to confusion, frustration and a host of other negative emotions we want to avoid during a conversation. 

	 

	Rule #2 Delivery

	Delivery goes hand in hand with tone. Not only should we pay close attention to our tone when speaking, but also what we are saying. Our words must be precise and clearly communicate what it is we are feeling at the time. It’s always hard to take words back after they are said. A negative delivery is likely to receive a negative response. A good example of this is the use of You vs I words, which we will get into later in this handbook. When we say “you did this to cause this” we create a negative emotion in the other person. Whereas “I feel sad because this happened” creates more compassion from the other person.

	 

	 

	Rule #3 Body Language

	When it comes to communication there’s more than one way we communicate. Not only through our words but also through our bodies. Body language is a key conveyor of how we feel. If someone says something that we do not like, our body language will convey that. Our face may twist and contort, we might cross our arms, or any other of the various ways we show disgust might appear. This can come off disrespectful to other person and instantly cause a negative reaction from them. Leading to further miscommunication and problems in the conversation. We must always be in control of our bodies and faces and ensure we aren’t conveying any negative or disrespectful body language.

	 

	Rule #4 Compromise

	You can’t win every conversation, sometimes it’s better to find a solution that works for everybody instead of winning and making the other person feel like crap. Compromise is key and requires empathy from both parties. Think: “how can we both walk away happy so we can come back together?”

	 

	Rule #5 Environment 

	Environment is very important when it comes to communication. Make sure that when you’re planning to discuss or bring up sensitive topics, it’s done in a location with little distractions. Keep in mind that should the argument get out of hand, or sensitive triggering material brought up, it could cause a sense of embarrassment for the other person. Which could lead to negative emotions and a bad argument.

	 

	Chapter 3 Avoiding Arguments

	 

	Now that we know the rules of communication, lets discuss how we can avoid arguments all together, starting with keeping calm. The ability to keep calm during heated moments is a skill that, like any other, takes time to develop. However, this skill can be one of your greatest allies when it comes to avoiding arguments. When you’re able to keep cool you’re able to clearly see the reality of the situation. For example lets say that you’re spouse is telling you about their concerns with you leaving the toilet seat up after using the bathroom. For you, this may be insignificant and the fact that it is being brought up might make you feel like they’re nitpicking or nagging at you. You get overwhelmed and instead of hearing them out you rush to the defensive. At that moment you have lost the battle. You may end up taking a simple discussion and turning it into a full blown argument. Once on the defensive, the other person may feel like their important request has been denied and they themselves may turn to the defensive. You both now have walls up. An argument then proceeds that neither side wanted. 

	 

	On the other hand, let's say your partner brings the same concern to your attention, but instead of feeling attacked you keep your cool and listen carefully to what is being said. Although you may still be slightly bothered, you manage to listen to the person fully and are able to empathize with their reasoning. Since you are able to do this you have avoided an argument as well as possibly solved their problem and made them feel heard, secure and understood. Situations like this lead to more positive understanding and promote positive communication. For more information on how to keep calm, refer to the “Confident Communications Master Course” link provided in the back of this handbook.

	 

	The next key to avoiding arguments is just as important. We must be aware of our triggers, as well as our partners triggers. If sensitive topics are being discussed and we want to avoid arguments, we must be highly aware of the 5 communication rules mentioned above. Why? Simply because we want to avoid triggering any negative reactions from our parter. The more we are aware of what triggers them the more we can avoid use of certain language (verbal & body) and/or certain words that may affect them. We want to do our best to follow the R.O.Cs to the letter to assure ourselves and them that we are not meaning to cause harm. We must also be aware of our own triggers so we can avoid being on the defensive and not allow our own emotions to veer the conversation off course. 

	 

	When we practice the art of mindfulness in conversation, we can greatly influence how well the conversation goes. We also can control the overall tone and conclusion of the conversation. Which leads to the next step in avoiding arguments, knowing when to walk away. If you can truly be aware of your emotions in the moment and are able to see that you’re slowly losing control of yourself, then that is the time to choose to walk away. The key to this is to use proper language to communicate that you need a break from the conversation. You cannot, I repeat, you cannot walk away in a frustrated manner. You will most likely create a negative situation that could lead to unexpected fallout. The conversation could go from bad to worse in a matter of seconds with this approach. It’s better to calmly state that you are getting over emotional and need to step away. Or better yet, to already have predetermined rules for leaving the conversation. You can find an example of this in the Communication Master Course.             

	 

	The last and easiest way to avoid an argument, is to learn to pick your battles. If the conversation can wait, if its not the appropriate time or place, then why take the chance for a negative experience? It’s always better to think carefully about the topic, situation and tone of the conversation your about to have. This simply comes from being mindful of everything going on around you, including the other persons state of mind. If the day is going really well, but a minor or even major incident takes place, it might be better for both of you to finish the day out strong and talk about the problem later. Always keep in mind that peace is priceless, and once something is said, it cannot be unsaid.

	 

	Chapter 4 Managing Arguments

	 

	When arguments become unavoidable and they often do, its best to know how to manage them from getting out of hand. That being said, there are a list of techniques that can be used in order to keep the argument from turning into an out of control mess. The first as was mentioned earlier is to keep calm. There are many ways to do this, for example taking deep breaths in the midst of the conversation. This will allow you to refocus and ensure that you are in control of yourself in the middle of conversation. This is also a great way to avoid getting triggered. If you’re a practitioner of mindfulness then you are already aware of the benefits of breath work to calm down. If you’re not I strongly suggest checking out our Communication Master Course where we talk more about this technique and how to use it. 

	 

	Next, utilizing what we call check ins. Check ins are checking in with your partner during the conversation to make sure they are following what you’re saying, as well as making sure they are not getting triggered by anything you’re saying. These check ins allow you to know what’s going on during the conversation itself. It basically increases situational awareness during communication. Using words phrases like “am I making sense” can add value to the conversational tone. 

	 

	Finally, we can use what we call “Safe Words,” which allow us to use 1 word phrases that are predetermined. The goal of these words is to effectively communicate a need in a heated moment without having to fully express in detail what that need is. An example of this is our safe word “zen” which we use in our household to express when we are feeling overstimulated and need a minute to recoup. Other safe words like “window” or “door” express a need to exit an intense conversation or receive love from the one we are conversing with. Safe words work wonders in heated conversations and just regular every day life. Again these should be discussed beforehand. For a more in depth understanding of safe words and other techniques used to solve arguments please refer to our Communications Master Course.

	 

	Chapter 5 Changing the Language

	 

	As we spoke about earlier the language of the conversation is equally important as the tone. The words we use can create a positive or negative situation. The greatest example of this is You vs I words. When we communicate with another person it's always best to communicate how we feel by using words like “I feel like THIS (how you feel) when this happens” as opposed to “YOU make me feel.” 

	 

	I words take accountability for our own feelings and actions whereas You words place blame. Nobody is in control of how you feel. Certain situations may arise where you feel a type of way because of the actions of another person. You still have the capability to control how you feel and control what energy you give that person. 

	 

	That being said the language should provide the person insight into how you feel, not make them feel bad. Another way we can change the tone of conversation is by using empathetic language. Language that conveys that you understand how your partner is feeling inthe moment can make a huge difference. Phrases like “ I understand you” and “that’s reasonable” can positively impact the conversation and make all the difference.

	 

	Chapter 6 Opening Up

	 

	This is one of the most important steps in positive communication. You must open and be receptive to your partner. If you’re on the defensive the entire conversation you will miss out on so much information. Not only that but you will be unable to empathize with your partner. That being said, it's important to stay open and keep your guard down. Actively listening to the concerns of your partner and understanding they are not attacking you is a key to this. 

	 

	Another key is staying goal oriented. When we understand that as partners we are on the same team. Then we can better understand that we are reaching towards a common goal. Teams use teamwork to achieve goals. It’s the same for relationships, teamwork must be used. If your partner brings a concern about something you're doing, and you understand you’re on the same team then it will be much easier to empathize and work towards finding a solution for both of you. This only works if you let your guard down and do not take what they say as criticism. 

	 

	On the reverse, you must also make sure that you are not criticizing and using negative language in the conversation. In order to allow both members of the relationship to feel like they are working together, the R.O.Cs and other tools of good communication must be put to use. A good way to ensure this happens is to talk about arguments and discussions prior to having them. Setup your R.O.Cs and your goals and keep them in mind when speaking to your partner.

	 

	Chapter 7 Closing Remarks

	 

	Good communication comes through active practice. It’s not always perfect, but the goal isn’t perfection, the goal is to get better with each conversation. The golden rule is to treat others how you want to be treated. That goes for conversations also. When we keep in mind our own triggers, negative emotions and negative language, we can successfully counter these emotions. As well as successfully navigate each conversation. The goal is always to come out of a heated discussion or argument and still find love and empathy for the person we are communicating with. Thank you for reading this Ebook and I hope the information in it helps you become a better communicator.
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