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Introduction
The purpose of the report is to analyse communication in my workplace.  Communication and teamwork is essential to my workplace as all the colleagues need to communicate together i.e. teaching children and safeguarding them.  I work as a part-time Nursery Practitioner at Trinity Play centre, which is a preschool Nursery.  The aim is to analyse various aspects of communication styles and modals of communication.  This report is also based on my own work experiences in the  nursery setting and some examples from my own experience in a nursery.  The report also includes method to improve communication and teamwork in the workplace.  This report also includes my in class exercises of writing emails in a polite manner, improving communication in the case study and methods and modals of communication.  I have also used research methods to write this report.  

Methods of Communication
Communication is the act of transferring information from one place to another.  It may be verbally, non-verbally, written and visual. It is often a combination of several of these (Communication Skills).
There are four main methods of communication:
Verbal Communication
Verbal communication is the use of language to give information through speaking (Verbal Communication).  When giving information to people at work, it is essential to use a strong and clear voice so everyone can hear you.  It is also important to be confident while speaking so people understand you easily.  Listening is another aspect of verbal communication.  When a meeting or presentation is held at work, it is important to listen actively, so you are able to understand work efficiently.
Non Verbal Communication
Non-verbal communication is the use of gestures, facial expressions, eye movement, body postures and body language to convey information to others.  Non-verbal communication may also be both conscious and unconscious.  Particularly, the facial expressions which are hard to control as we cannot see ourselves (Non-Verbal Communication).


Written Communication
Written Communication is the process of conveying messages through writing letters, memos, emails, reports, documents, journals, employee manuals etc. The written content depends on the correct choice of words to be effective (Written Communication). 
Visual
Visual communication is the communication of facts and ideas using imagery, drawings, photographs and symbols.  It also includes signs, graphic designs, films, typography and various other examples (White, D., What is Visual Communication?)

Modals of Communication
Shannon and Weaver Model of Communication
This model of communication was created in 1948. Shannon was an American Mathematician while Weaver was a scientist (Shannon and Weaver Model of Communication).  The concept includes:
Sender: is the person who sends the message and chooses the way it is communicated. 
Encoder: The sender transmits the message by phone, writing or speaking.  
Decoder:  The receiver does the decoding when he receives the message.  
Receiver: He receives the message from the sender. The sender receives a feedback from the recipient to make sure the message was properly received.  
Noise: The message  transmitted  through  the channel can be interrupted by external noise.  As a result, the receiver does not get an accurate message.  The noise can affect the decoding of the message by the receiver (Shannon and Weaver Model of Communication).  
Schramm’s Model of Communication
Wilber Schramm created this modal of communication in 1954(Schramm’s Model of Communication).  It is a circular modal of communication.  According to the Schramm’s model encoding and decoding are essential processes of an effective communication.  The recipient receives the information and it is his responsibility to understand what the speaker intends to transmit.  Unless the recipient is able to convert the information which the sender wants to communicate, the message is actually of no use.  The communication is not successful until the sender receives feedback from the recipient.
Berlo’s SMRC Model of Communication
Berlo’s modal includes a number of factors which are: 
Source:  is the speaker, sender or the encoder ( Communication Theory).  The factors affecting the source are his communication skills, attitudes towards the listeners, the subject matter and attitude towards himself and knowledge of the subject.  It also includes the social system which refers to the person’s beliefs, religion, culture, values and tradition of certain society.  The culture also affects the source. 
Message:  The factors affecting the message are contents, elements, treatment, structure and code which include language, gestures and body language of the speaker.
Channel:  The factors affecting the channel are seeing, hearing, touching, tasting and smelling.  
Receiver:  is the one who gets the message and understands and interprets the message. He is the decoder.  In order for the communication to take place effectively the receiver should be on the same level as the speaker. The factors affecting the receiver are again his communication skills, attitudes towards the source, knowledge of the subject and he must have the same cultural background as the source.
It is a linear model of communication and the people need, to be on the same level of communication in order to work and this does not happen in real life.
Communication in the Workplace
I work as a part-time Nursery Practitioner at Trinity Play centre, which is a preschool nursery.  The nursery consists of the owner, Manager, Deputy Manager, Room Leaders and part-time Nursery Practitioners.  Communication and teamwork is essential at my workplace.  We use different methods of communication whether it is verbal, non-verbal, visual and written communication.  
We all have to wear uniform in the nursery.  My appearance should be presentable conforming to my workplace standard.  I should be presentable as parents drop their children in our nursery and the first thing they look at it is your appearance which sets the standard.  I always greet them warmly with a smile (use my non-verbal communication) so they find me approachable.  My nails need to be short so while working with children, I do not hurt them.  I also have to use positive body language and get down to the children’s level in order to talk to them.  I have to use positive language while teaching them for e.g. I am not allowed to say ‘stop running’; I have to say, ‘walking feet please’.  I have to speak in a low tone to the children so they do not get scared.  During circle time, when I sing nursery rhymes to children, I have to make sure that my rhythm and pitch of voice is correct.  I also have to do actions and use my facial expressions so that the children are engaged, focused and it is enjoyable for them.
Communication is very important within the team as well. My Manager writes the plans for the day in the notice board, every morning as to what work every employee need to do and we all follow the plans.  By doing this, the nursery runs smoothly and there is less conflict.  We also have a WhatsApp group for the employees.  The employees can write in this group providing information as what work needs to be done.  The Manager also writes in this group informing us of new routines to follow events and training dates.  My owner sends our payslips through the email.  I always have to sign in the diary every morning and while leaving the nursery as well.  All the employees have to sign in to ensure the safety of employees in case of fire.   I also sign in all the children every morning and when they leave for safety purpose and attendance as well. I gained experience in multitasking when working in a team.   I know the importance of maintaining good workplace communication and importance of improving communications skills to achieve targets.  
Barriers of Communication
 I have observed there are certain barriers to effective communication.  The Manager and the owner are often unable to motivate and boost the morale of employees.  This, in turn, results in staff shortage and missed targets.   I have also observed that while communicating to children with special needs, the staff might not be able to understand the child’s requirement due to lack of specialised training.  Some children might not understand the staffs as English is not their first language, as they belong to different cultures and ethnic background.  More examples of poor workplace communication  involve setting up play areas for the children.  Some of the toys are not age appropriate for the children and due to miscommunication , a staff member can set up inappropriate toys for the children which can harm the children for e.g., setting up tiny toys and beads  for two year old children who can put it in their mouth.  Lack of teamwork and communication severely affects the nursery setting.
Improving Communication at Workplace
In order to improve communication at workplace, it is important to aim for improved communication.  Communication can only be improved by following  the practice of “active listening”.  In order to improve staff performance, team members should be equipped with relevant knowledge, training and communication skills.  The staff should be clear, concise and brief when they are communicating.  In my experience in working in a nursery, I have observed that when one team member is trying to communicate to another team member, the message gets lost due to high level of noise from the children (The Shannon Weaver Modal).  In order to rectify this problem, it is important for the employee to go up to the other staff and convey their message clearly and get their feedback.  
In the nursery setting, for example, the owner and the manager are always dominant.  Due to this, there is poor quality of work. The employees will be benefited if there is a joint meeting and they are allowed to voice their opinion, share ideas and listen to the opinion of others.  The meetings should be clear and only relevant information should be given.  If a staff member requests you to repeat the information, always be calm and do not repeat annoyingly.  The employees should be flexible and take criticism sincerely.  The staff should ask open ended questions to children to enhance their learning.
The Schramm’s model of communication can be utilised to improve communication in the nursery.  The sender as well as the recipient is benefitted from this modal (Osgood- Schramm Modal of Communication: Definition and Application, 2018).  There are high chances of improved communication between the team members.  Both the sender and the receiver receive feedback and they both hold roles in this modal.  As they both receive feedback, they can understand the message effectively.  
 The sender should have a clear understanding of the receiver’s experience.

Conclusion
The report has been written to present the importance of effective communication and teamwork in a workplace setting.  Especially, in the nursery setting and based on my experience of working as a part-time nursery practitioner.  This report gives information about the importance of workplace communication.   From the report, I can conclude that communication and teamwork needs to be improved in the nursery.  Due to lack of good management, training and communication skills we are failing to meet the needs of the children as well as staff.
Proper training should be provided to the staff from time-to-time to improve their skills.  Especially, when dealing with children of special needs.   Trainings for e.g., SENCO training, first aid training and food hygiene training should be provided to the staff.  Specific models and theories can be used to improve the efficiency of teams and communication skills.   In the nursery setting, it is understood the Schramm’s modal of communication can effectively improve communication between the team members and thus improve the quality of teaching and work.
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Ex.1. Read the following brief and write a business email according to the instructions.

You are the Director of Communications at your company and you would like a Supervisor, Mary
December, to go on a training course in non- _verbal communication because you have observed
that her non-verbal skills sometimes send the wrong message.

- Tell Mary why you are writing

- Say what you have observed about her communication skills

- Tell her how you think this course would improve her skills and her relationship with her fellow

workers. 4‘2}/
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Exercise2: COMMUNICATION: A CASE STUDY

As you read their case, think about how you might help communicate with the employee to
remedy the conflict. Answer the critical thinking questions at the end of the case and, wherever

possible, say whose communication model is relevant.

BARRY AND HIS STAFF

Barry is a 27-year old who is the manager of a restaurant. He is responsible for supervising and
managing all employees in the kitchen. Employees working there range from 16 years old to 55
years old. In addition, the employees come from varied cultural and ethnic backgrounds. For many,
English is not their primary language.

Barry has a Health and Safety (Food) Certificate and tries his best to keep up with food safety issues
in the kitchen, but he admits it’s not easy. Employees receive “on the job training” about food safety
basics (for example, appropriate hygiene and handwashing, time/temperature, and cleaning and
sanitizing). But with high turnover of employees, training is often hurried, and some new employees
are put right into the job without training if it is a busy day.

One day Barry overslept because he had been working on his car until 2 a.m. He was rushing around
and realized that he didn’t have a clean uniform. However, he managed to find one that was not
very dirty. As he dressed, he realized that he needed a haircut and a good hand scrubbing, especially
after working on his car.

When he arrived at work, he dashed into the kitchen and noticed several trays of uncooked meat
on the work tops. They appeared to have been sitting at room temperature overnight. He called one
of the kitchen staff and asked: ‘Why did you leave the chicken out when | told you to put them in
the fridge?’

The man replied: ‘I heard you screaming but | thought you were trying to talk to the chef above the
noise of the food mixer he was using. | didn’t know you were talking to me’. Barry is frustrated and
doesn’t know what to do. He felt like he was beating his head against a brick wall in trying to get
his employees to practise food safety.

He has made many efforts to get them to learn how to handle food safely. He has put large signs
all over the kitchen: KEEP HOT FOOD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN.

Questions:

1. What are the communication challenges and obstacles that Barry faces?

2. Which communication models can you use to explain Barry’s problems?

3. What solutions might Barry consider in addressing each of these challenges or obstacles?
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Ex.1. Read the cases and answer the questions that follow
CASE 1: Mary was working on some paperwork when her daughter came into the room upset.
As the child told Mary what was wrong and how she felt, Mary kept typing on her keyboard and
said, “It'll be OK,” and ‘Everything will be all right.” She was confused when the child only
continued to become more and more frustrated. Just then, Mary’s phone rang and she was all
excited when she heard her friend’s voice. They spoke for fifteen minutes and when the call
_,ended she turned and said to her daughter, ‘Oh, darling, that was Susan. I'm so excited about
s seeing her tomorrow!’. The child broke down and cried.
Lb 1. .4 “Why weren’t Mary’s calming words having any effect on her daughter?
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rf‘, R CASE 2: Steve was exhausted from work when his wife, Sally, came home. So he was quite
annoyed when she began telling him all that went wrong about her day. He interrupted her and
said, ‘I'm so tired, can’t it wait?’. The next morning while they were in the kitchen making

breakfast, Steve said, ‘Did | tell you what happened at work yesterday?. Sally said nothing, but
- walked out of the kitchen.

5¢7 1. Why was Sally upset? _
o) SC\\.JB—’\-’\ N LS, ‘S\L b&’( coe e S{tvk_ Urals 'Y\Ak \_\L—)LQV \‘:\\ o het

L g > &’v\{}\ inkev vy \sgt_ﬁ"cl\ haoe W~ v~ Ct\r\\f\oiaw\ Covne fa 5\ (= 'q abouX
JG\-’*: Aol \I\JE: v SR 9

: What could Steve have done to help the tension that had developed? :
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