Educational Communication
EDUC270- Notes [From lectures & readings – STYLE notes saved as slides]

Lesson 1: Overview

· What is Educational Communication?
· Seven Basics of Educational Communication
· Uses and Users of Educational Communication
· Responsibility of Educational Communication
· Producing Educational Communication

What Is Educational Communication?
-  It’s the craft of transferring information from those who know to those who need to know (adapted from Barnum, 1993) in a manner in which learners adopt it.
- Also called technical writing, technical communication, content development, and information development

Examples of educational communication:
- “Dummies” books, which help to make them knowledgeable and make use of the content
- Feedback given one-on-one by a parent or teacher to a young person
- Labels at the Biodome, Canada’s food guide, instructions for people on the Home Depot website, tips on choosing electronics on the Canada AM website, this course!

Uses of education communication:
- Courses, books, museums, meetings, blogs, Wikis, magazines, informational brochures, coaching and counselling

Built from these types of components:
· Definitions
· Descriptions
· Instructions & procedures
· Reference entries
· Leads [first section of an educational piece]
· Abstracts [summary of article]
· Summaries
· Wrap-ups

*Two important parts of any communication:
 - Purpose/why; and who we’re trying to communicate to, aka the users

Users of Educational Communication:
· Students in school and university classes
· Users of products
· Learners in the workplace and continuing education programs
· Family and friends
Characteristics of Good Educational Communication
· Clear [intended meaning needs to match what the learner is walking away with]
· Links new knowledge with existing knowledge (and demonstrates an awareness of, and sensitivity to, the learners)
· Motivational 
· Supportive

Responsibility of Educational Communication
· Clarify the purpose of the content and address it (and only that purpose)
· Tailor content to the needs and previous education of learners
· Provide accurate, well-researched content
· Provide balanced content

Producing Educational Communication
1. Initial research
2. Determine purpose and audience [what must come with the assignment?]
3. Focused research [preparing outline, detailed plan to use writing time more effectively]
4. Draft 1 
5. Review
6. Draft 2
7. Review
8. Draft 3
9. Submit

· You don’t need to write from beginning to end! Start with what you know, then what you know less, then adding the beginning and end could be more effective

Contrasting Educational and Other Types of Writing
	Academic/Literary
	Educational

	For one person
	For a defined audience

	To inspire feeling and thinking
	To inspire doing

	Long, wordy
	Brief, succinct

	Free-form
	Follow form



Lesson 1: Reading Notes
Chapter 1:
Six characteristics of technical communication:
1. Addresses particular readers
2. Helps readers solve problems
3. Reflects an organization’s goals and culture
4. Is produced collaboratively
5. Uses design to increase readability
6. Consists of words or graphics or both

The Measures of Excellence in Technical Communication: honesty, clarity, accuracy, comprehensiveness, accessibility, conciseness, professional appearance, correctness.
Technical communication is intended to fulfill a mission: to convey information to a particular audience so that they understand something or carry out a task. To accomplish these goals, it must be honest, clear, accurate, comprehensive, accessible, concise, professional in appearance, and correct.

Chapter 2: Understanding Ethical and Legal Considerations
Bodies of law relevant to technical communication: Copyright law, trademark law, contract law, liability law

4 moral standards when thinking about ethical dilemmas:
· Rights [concerns individuals’ basic needs and welfare]
· Justice [concerns how the costs and benefits of an action or a policy can be distributed fairly among a group]
· Utility [concerns the positive and negative effects that an action or policy has, will have, or might have on others]
· Care [concerns the relationships we have with other individuals]

Copyright law: the body of law that relates to the appropriate use of a person’s intellectual property: written documents, pictures, musical compositions, etc. Copyright literally refers to a person’s right to copy the work that he or she has created.

To consider when using material from another source:
· Abide by the fair-use concept
· Seek permission
· Cite your sources accurately
· Consult legal counsel if you have questions

Trademark law: Companies use trademarks and registered trademarks to ensure that the public recognizes the name or logo of a product

- A trademark is a word, phrase, name, or symbol that is identified with a company. The company uses the TM symbol after the product name to claim the design or device as a trademark. 
- A registered trademark is a word, phrase, name, or symbol that the company has registered with the U.S. Patent and Trademark Office. The company can then use the ® symbol after the product name. 

Contract law: Contract law deals with agreements between two parties. In most cases, disputes concern whether a product lives up to the manufacturer’s claims. 

Liability law: A product-liability action is “a lawsuit for personal injury, death, property damage, or financial loss caused by a defective product” 


Codes of Conduct:
Are effective if…
· It protects the public rather than members of the organization or profession
· It is specific and comprehensive
· It is enforceable

Principles for Ethical Communication:
· Abide by relevant laws
· Abide by the appropriate corporate or professional code of conduct
· Tell the truth
· Don’t mislead your readers
· Be clear
· Avoid discriminatory language
· Acknowledge assistance from others

Chapter 3: Understanding the Writing Process

Using special techniques for revising technical documents:
· Turn to subject matter experts. Important documents are routinely reviewed by technical experts before being released to the public
· Turn to people who are like those in the targeted audience. People who fit the profile of the eventual readers can help you see the problems that you or other knowledgeable readers don’t notice.

An Overview of the Writing Process: (Figure 3.1- p.33)
· Planning: analyze your audience, analyze your purpose, generate ideas about your topic, research additional information, organize and outline your document, devise a schedule and a budget
· Drafting
· Revising: reconsider your audience, purpose, and organization and development
· Editing and proofreading: let the document sit, overnight if possible, edit, format, and proofread the document carefully

Usability testing: The process of performing experiments with people who represent real users to see how well they understand a document and how easily they can use it. [ie, instructions and manuals]

Using word-processing tools
· Use the outline view
· Use templates
· Use styles
· Use spell checker and grammar checker
· Use the thesaurus
· Use the find and replace feature


Lesson 2: Definitions

Define:
· All new technical terms
· Terms that have several meanings

Lesson 2 Readings:

A definition is the meaning of a word, formally stated.

Definitions help readers understand a word or phrase. Descriptions usually provide a more detailed picture of an object, a mechanism, or a process, often explaining the components of the object or the stages of the process. 

Definitions are common in communicating policies and standards “for the record.” Definitions also have many uses outside legal or contractual contexts:

• Definitions clarify a description of a new development or a new technology in a technical field. For instance, a zoologist who has discovered a new animal species names and defines it. 
• Definitions help specialists communicate with less knowledgeable readers. A manual explaining how to tune up a car includes definitions of parts and tools. 

- 3 kinds of definitions: parenthetical, sentence, and extended

Parenthetical definition: [in-text]
· It’s a brief clarification within an existing sentence
· Can also be simply a word or phrase that is enclosed in parentheses or commas or introduced by a colon or dash

Example: Internship (opportunity to practice working in the field)

How to write:
• Write as a parenthetical clause—a phrase enclosed in parentheses or set off by commas 
• Clarify the term within the context of the sentence—and only in that context 
• Place the term itself in italics


Sentence definition: [basic]
· A one-sentence clarification
· Usually follows a standard pattern: the item to be defined is placed in a category of similar items and then distinguished from them. 

Example: Internship (noun): a formal opportunity for a student to practice working in a field of study for a specified period of time. Contrast with cooperative education program.
How to write: (for glossary)
1. Term (placed in bold) 
2. Part of speech 
3. Definition (if several definitions, separate each with a number)
4. “See also” references (see also and contrast with, terms in italics)

Extended definition: [expanded]
· A detailed clarification– usually one or more paragraphs– of an object, a process, or an idea

How to write:
• Expanded description of the term 
• Visuals 
• Examples of expressions using the term 
• Synonyms

Guidelines:
**Always ask: WHO should be able to do WHAT?
· Avoid using a term in its definition (or a variation of a term)
[ie, a computer computes…]
· Be brief
· Avoid value terms (effective, good, clear)
· When concerned about clarity: use extra words to clarify purpose

Lesson 3: Descriptions

What is a description?
- “Sets the stage”
· Presents a concept to an audience in a relevant way
· Concept refers to something tangible or intangible

General purpose of descriptions:
· Provide learners with information needed in order to master the learning content (or similar practical context)
· Provide a background so learners can follow an upcoming discussion

Common Uses of Descriptions in Class & Related Materials:
· To introduce concepts and provide background: courses, sections of other materials
· To present core content: main lecture/debriefing
· To clarify reference material
· Also used outside of educational contexts

Be careful about using descriptions in:
· Instructions
· Other how-to information
· Focused on doing, readers believe such material bogs them down

How to Write a Description:
1) Start by explicitly stating the purpose:
· Determine what the learners will do with the content (purpose)
· Identify the learners
· Identify the conditions under which they use the information (and might affect their ability to understand it)

2) Record as a Purpose Statement:
· After reading this document, who should be able to do what
· Information needed about who: who refers to the intended learners
· Determine the need for the information (must know, should know, or nice to know?)
· Tolerance for information: nibbler, grazer or hungry heifer

3) More questions to ask about the purpose:
- What supporting points must learners master to successfully accomplish the purpose? 
 -What response or action do you want learners to take after learning this information?
- How much information should you provide? A lot? Some? A little?
- What information will be the most useful?
- What information do the learners need which will be difficult? How will you handle this?

Key Parts of a Description:
Opening, body and closing.

Tips for Composing the Opening:
· Gain attention: organically, and in no more than 1 to 2 paragraphs
· State the main points that need to be covered
· Sentence 1: In 30 to 40 words, state the overall purpose of the description
· Sentence 2: This description starts with list the sections in the description, using the words that match– word-for-word–the titles of the sub-section

Tips for Composing the Body:
· Separate paragraphs (or sections) for each main point named in the opening
· Start by defining the core terms: establish a common knowledge base and provide in-text definitions

- Also define sticking points:
- Handling acronyms: write out term, then use acronym in parentheses
ie: Incorrect:  SGW (Sir George Williams)
Correct: Sir George Williams (SGW)
· Addressing learners who might know a term or concept: start with a qualifying statement “For those who have not had experience or need a little review…”

· Next, expand on the definition:
· Use: explanations, analogies, examples & illustrations
· Explanations: like the expanded definition
· Analogy: comparing something new to something familiar 
· Illustrations: from the real world, that make abstract concepts concrete
· Examples: Prepare learners for near and far transfer of concepts

Tips for Composing the Closing:
· Answer the question ‘so what?’
· Refer to sources of additional information
· Relate to learners throughout:
· Leverage your knowledge of them
· Write in a conversational tone; it builds a rapport
· Refer to ideas and concepts that learners are already familiar with
· Relate new information and concepts to those that learners already know

Other tips:
- Use accessible language throughout (don’t assume learners are familiar with technical terminology)
- Be sensitive to cultural issues
- Design information so learners can easily scan it:
· Place headings before each major part (opening, body, close)
· If the body is long, use sub-headings before each point
· Present information in lists and charts

Descriptions: tips from readings
- Always consider how the audience and the purpose of the document will affect how you write. This can affect the length of the description, the amount of detail, and the number and type of graphics.

4 Principles:
1. Clearly indicate the nature and the scope of the description
2. Introduce the description clearly
3. Provide appropriate detail
4. Conclude the description


Lesson 4: Procedures and Instructions
Writing Procedures and Instructions

Procedures: “The sequence of actions or instructions to be followed in solving a problem or accomplishing a task”

Types of Procedures: 

Descriptive
· Tells how something was or will be done
· Useful in teaching basic knowledge
· Examples: how a bill becomes a law, methodology sections in research reports, events leading up to World War I.

Prescriptive:
· Tells how something should be done
· Useful in teaching in applied knowledge
· Examples: user’s guides for software and consumer products, lab procedures, instructions for an assignment

Instructions: Detailed directions for performing the individual steps in a procedure. 
· “A message describing how something is done”
· Instructions explain how to do something
· Examples: class activities, graded instructions, forms

Key Parts of a Procedure:
Preliminary material:
· Purpose
· Explains the main goal of the procedure
· Communicate through:
· A well-written title “How to Install the Software”
· Statement: This procedure explains how to install the software

Items needed:
· Use a checkbox rather than a bullet [so the person can check it off]
· Identify:
· Supplies needed
· Knowledge needed
· For knowledge needed, list what users should know, then where to find the information (not just where to find it)
· Not effective: You should have read the User’s Guide.
· Effective: You should be able to open and close a file, as described in the User’s Guide.

More: 
· Dangers, cautions and notes affecting the entire procedure (not just a step)
· Example: Danger! Failing to follow this procedure as written could result in permanent bodily harm.
· Estimated time: time a few people, and to keep expectations realistic, provide a “high average”
· Example: Estimated time: 10 minutes

Instructions for Completing the Procedure:
Example: step-by-step instructions for completing a task
1. Turn off all audiovisual equipment, especially the LCD projector
2. Turn off all of the lights in the classroom
3. Return all chairs to their original location
4. After closing the door, lock it

Use Task Analysis to Decide Which Steps to Include:
- Process for determining which steps to include in a procedure
- Involves one or more of the following:
· Observing users as they perform the procedure
· Asking experts how to perform the procedure
· Testing the procedure yourself

Results of Task Analysis:
Identify:
· Goal (end result) learners should achieve such as fixing a broken car or installing a new type font
· Main tasks: 3 to 10 major steps users must perform to achieve the goal 
· Supporting tasks: for each main task, the steps needed to achieve them

Write Instructions Directly:
1. Precede each item with a sequence number
2. Include only one task per step
3. Use action verbs
4. Write in the imperative mood

More tips
- Include “signposts” (contexts) so users know where they are (ie, explaining that “edit” is on the menu bar at the top of the screen”

- Because people do as soon they see the action verb, place prepositional phrases before the action verb 
Wrong: Jiggle the piece to move the part.
Better: To move the part, jiggle the piece.

- Because users want to do, not learn, avoid explanations in a procedure

- Limit procedures to 10 tasks. If you exceed 10 tasks, break it up into sub-procedures and parts
- Present as a numbered list. Avoid bullets for steps

- When writing procedures that explain how something was done in the past (but that learners will not perform)
- Follow the same writing principles, but instead of writing in the imperative mood, write in the declarative mood (full sentences, explicitly state who did or does what)
Ending a Procedure:
· State that the procedure is complete
· Describe (or show) intended results
· For known errors, describe and explain how to fix
· Example: if the toast is black, hard, and smells burnt, take a knife and flick away the burn parts
· Direct users to related procedures and other helpful sources

Issues in Preparing Procedures:
Formatting:
· Supplies needed: checklist
· Time needed: just the time, no sentence
· Instructions: use a different font for numbers & add illustrations
· Results: picture & charts
· For more information: list

Writing Notices:
Choose among:
· Notes: things to consider
· Caution: physical harm could happen
· Danger: fatal damage to people or data
· Place the word Note, Caution, or Danger in bold, and some use an icon before or a different font

Testing Procedures:
· The only way to assess whether they work
· Involves observation of a real learner or user performing a real task
· Ask learners to perform the test

Verify that:
· All the parts are there
· Information is complete
· Information is accurate
· Steps are clearly written
· Additional support that you can provide to help learners? Tips, insights, pictures

Usability testing: 
· They check the accuracy, speed, satisfaction
· How? Invite someone representative of the intended learners
· Ask them to perform the main task (using your procedure as a guide)
· Watch as they perform the task: ask them to speak aloud as they perform the task, mark up issues raised on a copy of the procedure
· Follow-up with general questions

Part 2: Researching a Technical Topic
Why Accuracy is important:
· Credibility with the technically savvy
· Reliability with your public
· Legality: disclaimers, trade and copy material, and liability
· Most significantly: you’re the one teaching the material, so if you teach it incorrectly, people will repeat it incorrectly.

Ways to Ensure Accuracy and Credibility:
· Good research
· Verified facts
· Reviews of drafts

Good research: Sources, assessment of source, fact-checking
· Types of sources: primary & secondary
· Primary: information that you or your subject matter experts have gathered. First-hand experience is one of the most powerful sources of information
· Source documents, such as product plans, grant requests, lab reports, memos, e-mails, and similar documents that describe the technical material as it was or will be gathered
· Interviews with people such as subject matter experts
· Experiments in a lab, field, or elsewhere
· Surveys

How to Use Primary Data:
· To develop background knowledge about a project
· To provide insights into current problems and opportunities
· To gain insights into ideal situations and existing conditions

Assessing Primary Data:
· Point of view
· Rigor in getting to knowledge?

Secondary Data:
· Information that someone else gathered and assembled
· Usually in a published source, such as a textbook, journal, or magazine
· Less costly to acquire but also not as pertinent to the project
· Good for background
· Examples: books, journals, reference encyclopaedia, newspaper, web

Assessing Secondary Data:
· How was the information acquired? Does it come directly or indirectly?
· How current is the information?
· How complete is the information?
· 
Interviews:
Preparing for an Interview:
· Do homework
· Determine purpose
· Determine who can give you info
· Send a request: purpose, possible times, etc
· Prepare interview guide

Questions:
· Clear
· 3 to 7 broad questions
· Avoid yes/no questions
· 1 item per question
· No double-barreled questions
· Word questions neutrally; avoid sharing your opinion

In interview:
· Get recording (paper or recorder)
· Arrive early
· Begin by repeating purpose
· Seek clarification, verify understanding of information provided
· Finish on time

Readings from Lesson 4
Plan for safety by:
· Writing effective safety information
· Designing effective safety information
· Placing safety information in the appropriate location

Lesson 5: Reference Entries
What Is a Reference? A compilation of all the known information on a topic, organized in a way that learners can easily find and use that information

What Is a Reference Entry? A single source of information about a specific aspect of a larger topic

When Is a Reference Used?
· Subject with many similar subtopics
· Learners have little information and want more
· Learners need specific facts
· Learners are familiar with the subjects in references, but have not memorized the information (and probably won’t)

Common Types of References:
· Dictionaries
· Encyclopaedias
· Corporate and government policy guides
· Editorial style guide
· Physician’s desk reference, travel guides, product catalogs...
What Users Expect from References:
· Find information quickly using an intuitive structure (alphabetical)
· Consistent and meaningful sub-topics (use same headings for each entry)
· To read quickly
· Consistency among reference entries
· Acknowledgement that they already know something about the subject

Writing Tips for References:
· Determine whether users need prerequisite knowledge to understand the reference
· Indicate the skills they should master
· Then indicate source of information
· Correct: Name the five elements of work management
· Incorrect: Read the work management text

· Determine the structure of each entry
· Use parallel headings for entry headings
· Use identical structures for each entry (same subtopics, same order)
· Do not deviate from this structure; readers use it

· Unapologetically use terminology, but define key terms on first use

· Write consistently–often identically–to reinforce similarities
· Use identical words and phrases to explain identical concepts
· When information in one entry is supposed to be identical to that in another, repeat the information verbatim

· Because users scan references rather than read them:
· Present information in lists, charts, and diagrams
· Write in short sentences and phrases. Use sentence fragments when appropriate
· “Be specific, not prolific”

Style lesson: Page & Screen Design

1. Become familiar with the key elements (navigation, headings, type and whitespace)
2. Leave 25% as white space: the eye can rest, and this separates elements & provides translation room
3. Use headings
4. Learn the lingo type: categories “serif” and “sans serif”. Online: use sans serif, print: use serif.
5. Justification is alignment; always on the left
6. Use emphasis appropriately: capitalization, bold, italic, underline, color\
· Bold: Headings
· Italic: Titles of published works
· Roman: Body type
· Underline: Hyperlinks
· Color: Hyperlinks only

7. Limit the Number of Fonts
8. Providing navigation tools: table of context, index, running headers, menus
9. Use placement to draw attention to important elements


Lesson 6: Advance Organizers and Summaries

Purposes of Opening and Closings: To provide the first opportunity to present content to learners, and the last opportunity to reinforce it.

How Openings Introduce Content:
· Engage interest in the topic
· Communicate expectations about the content
· Communicate expectations about the learning experience
· Ensure that learners can use the technology underlying a course

How Closings Reinforce Content:
· Summarize the content presented
· Assess learners formally or informally
· Link learners to additional learning material
· Provide reference material 

Advance Organizer [Opening]:
· In an educational context, technical term for opening section
· Coined by Ausubel
· Provides learners with tools for organizing the learning experience
· Research suggests that effective advance organizers can increase learning

Structure of an Opening:
1. Gain learners’ attention
2. Provide an overview of the content
3. Set expectations about the learning experience

Gain Learners’ Attention:
· Sometimes called a “grabber”
· Entice learners into the content
· Use holistic techniques such as self and pre-assessments, as well as opening stories

Provide an Overview of the Content:
· State the purpose (30 to 40 words)
· Identify the parts of the whole

Set the Expectations About the Learning Experience:
· Requirements for completing the learning program (grading criteria, attendance policies)
· Estimated length
· How to receive assistance (self-study, classroom)
· Administrivia (details like locations of washrooms, phones, vending machines or classroom behaviour policies)

Additional techniques:
· Link to learners (relate the grabber to the known interests and beliefs of learners, and use learners’ vocabulary)
· Focus on the positive

Closings:
· Provide the last opportunity to present content to learners.
· Should reinforce content by:
· Summarizing the content presented
· Assessing learners formally or informally
· Linking learners to additional learning material
· Providing reference material
· Remind learners of key messages and facts
· Maintain enthusiasm for the topic
· Encourage learners to continue learning

Techniques for Summarizing:
Topic summary: States the topics covered but provides no details (not for closing)

Descriptive summary: States the topics covered as well as points out what participants should remember about them

Fill-in-the-blank summary: Provides a framework for learners to provide key details about a topic

Application summary: Asks learners how they might apply the content in their own lives

Choosing a summarizing technique:
· Type of content
· Extent of detail
· What learners will do next with the content 

Linking Content to Learners’ Experience:
· Use summary technique 4 (application summary)
· Provide additional material, which explains how to apply the content to certain well-known contexts
· Suggest ways to apply the content, then ask learners which ones they might use

Techniques for Assessment:
· Provide learners and instructors with tools to determine: how well learners have mastered the content, and how widely learners can apply the content
· Also, link learners to additional material (the next or future courses)

Templates
· Like those used for reference entries
· Ensures openings and closings are similar in related lessons, units and sections


Lesson 7: How-To Articles

Purpose of How-to Article: Explain– in practical terms– the ways that learners can apply a concept to their own lives and work

Common Uses of How-To Articles:
· Using software
· Home improvement
· Writing tips and tricks (both professional and creative)
· Investment strategies
· Athletics
· Management

Sources that Regularly Publish How-to Articles:
· Websites (ie university websites)
· Professional and trade magazines
· Newspapers (especially business and living sections)

Key Parts of a How-To Article:
· Lead
· Presentation of information
· Closing

Lead:
· Grab readers’ attention
· States purpose of the article
· Does so in 50 words or less

Strategies for Writing the Lead:
· Catchy opening sentence (15-20 words) or paragraph
· Relate opening to something readers value
· Tell a quick story
· Describe a common problem

· Follow with a two-sentence description of the article
· Sentence 1: Describe the purpose of the article in 30 words or less
· Sentence 2: Name the key points raised in the article using the exact same words as those used in the sub-heading that follows
Ie:
This article presents six tips for…

Presentation of Information:
· A procedure (of sorts)
· Finite number of suggestions or tips (each with its own heading)
· Each ‘step’ or ‘tip’ is usually one to three paragraphs long

Tips for Presenting the Core Content:
· Begin each tip with a number
· Write a brief phrase for a one-phrase or one-sentence tip (these become the sub-heading- One: Find Your Voice)
· Follow with one to three paragraphs of information 
· When possible, limit the total of tips to 10
· For credibility, refer to at least three outside sources (including at least one interview)
· Rather than academic format, weave in references (ie, Writing in Managing for Dummies, John Smith comments…)
· Regardless, include references at the end
· Include examples and illustrations as figures and sidebars
· Prepare a sidebar that summarizes the tips or steps

Using the “Building Blocks” Presented in Previous Weeks
· Define all terms (if readers might know, use in-text, otherwise, use a full sentence)
· Describe concepts
· Follow guidelines for writing procedures:
· Label each step
· Follow with additional detail on completing the instructions– following the same guidelines for writing a procedure
· Example: Six Steps to an Effective Transition

Closing:
· Varies, depending on what is “appropriate”
· Possibilities (include all that are relevant)
· Expected results (procedure)
· Summary of key tips
· Variations that can be explored
· Sources of additional information

Overall tips:
· Avoid all forms of the verb “to be” except in direct quotes
· Write in the second person
· Except in direct quotes, use powerful nouns and verbs rather than adjectives 
Word Count:
It’s a tool to:
· Address limited space for content, and attention spans
· Keep article focused
· Avoid extraneous material
· Actual word count varies among publications from 600 to 2500 words; average is in the 1000 to 1500 range

*  Be sure to review the two approaches: general to specific and problem-method-solution.
[bookmark: _GoBack]

**FOR EXAM: [Writing a How-to Article]
Be prepared to address at least two of the topics below:
· What to do to ace the interview for your dream job
· Ways to improve workplace communication
· Planning to buy your first home
· How to use social media effectively as a teaching tool

STYLE Lesson:
Grammar & style: 
Grammar: the rules of the language; Style is the preferred choices of expression

· Don’t use etc, e.g. or i.e., style experts say it looks lazy. Instead, use such as, for example, or some similar expression
· Since or because? Since is only when referring to time, because is for all other instances
· Only capitalize proper nouns (names of people, places, and legally incorporated organizations)
· DON’T use the ampersand (&)


Lesson 8: Providing Feedback

Purpose of Feedback:
In a classroom discussion:
· Indication of whether or not an answer is correct
· Elaboration of content

In an exercise:
· Indication of whether or not an answer is correct
· If an answer is not correct, assess why the answer is not correct and link learner to remediation (if necessary) 

In a test or similar final assessment:
· Provide a singular assessment of overall performance
· Direct learner to the next step in their learning process

Types of feedback: positive, neutral, and negative

When to Provide Feedback:
-    When learners are developing skills
· When learners are mastering new skills
· To assess end-of-lesson performance

When Not to Provide Feedback:
· In the middle of a multi-part activity (ie, a simulation)
· When working with learners to develop their independence

How to Provide Positive Feedback:
· Indicate that it is correct
· If appropriate, one or more of these:
· Explain why it is correct
· Link learners to additional learning opportunities 

Format of Written Negative Feedback: 
· Indicate that the response was not correct
· Explain what was incorrect about the answer, incorporating the learner’s description
· Explain how to correct the problem (if appropriate)

Process for Providing Negative Feedback in Person: 
· Ask learner to explain the phenomenon that is not correct
· Based on that, do the following:
· Declare that the response was not correct
· Explain what was incorrect about the answer, incorporating the learner’s description
· Explain how the situation should be handled in the future
· Ask the learner to provide a summary in his or her words

General Tips for Providing Feedback:
· Focus on the issue – name it as specifically as possible
· In developmental assignments, suggest corrective measures
· Avoid personal pronouns
· Keep the conversation brief (1 to 3 sentences or 5 minutes)

Top 8 Reasons to Use Lectures
1. Most accurate means of conveying information
2. Most efficient means of communicating content
3. Most consistent means of communicating content
4. Allows for presentations by experts
5. Learners know how to process them
6. Some lecture formats are popular
7. Most efficient to design and develop
8. Easiest-to-use authoring tools support development of online lectures

Applying Course Concepts in Correspondence:
· Determine your purpose: after reading this letter, who should be able to do what 
· Keep the correspondence brief
· Limit length: letter and memo 1 page, email: 1 scroll
· Define terms and describe key concepts
· Follow guidelines for good page design
· Apply guidelines for effective style and usage

Applying Course Concepts in Oral Presentations:
· Oral presentations are the most common means of presenting content to students
· They take place in class, webcasts, or recorded presentations
· Rarely scripted, interruptible for questions
· Supplemented with activities that provide opportunities for practice

Style Lesson: Careers in Educational Communication and Related Fields

Ways Educational Communication Skills Benefit Any Career:
· Plan all types of communication, including other types of written communication and speeches
· Follow formats for clarity and ease
· Focus on the reader

Career Options:
· Instructor
· Instructional designer: corporate, university or schools 
· Corporate communicator
· Technical writer
· Editor
· Usability engineer
· Translator and Localizer

Supporter of Communications
· Acknowledge the effort involved in crafting communications products
· Use professional communication resources when appropriate
· When doing so, provide communicators with resources needed to produce good work: time, budget, people
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