Communication

Transitioning Between Informal and Formal Communication Styles

A. Forms of Communication and their Components

	Verbal – __________
	Verbal – __________
	Nonverbal

	· Language

· Vocabulary

· _________________

· Structure

· Tone

· Grammar, spelling, punctuation, capitalization, etc.
	· Language

· _______________

· Content

· Structure

· Tone

· Sentence structure

· Fluency
	· Body language

· Gestures

· Eye contact

· Facial Expression

· _______________ (tone, volume, pitch, etc.)

· Personal space

· Appearance


B. Communication Styles
· ____________________ and formal

· Can apply to any mode of communication - _____________________, oral, nonverbal/body language

· Both styles are necessary

· Appropriate style depends on ____________________________________________ _____________________________________________________________________

C. Communication Styles
	Informal Communication…
	Formal Communication…

	· Is __________ rigidly structured

· Has a more relaxed tone

· Uses more _______________ language

· Places less emphasis on correct grammar and ____________________

· Is used mainly with _____________ and other people you know well

· Is more likely to be needed in ___________________ situations
	· Is __________ rigidly structured

· Has a more formal tone

· Uses more _______________ language

· Places higher importance on correct grammar and spelling

· Is used mainly with non-peers and people you ____________________

· Is more likely to be needed in business, career, or ________________________ situations


D. Examples of Appropriate Situations for Using Each Communication Style
	Informal
	Mode of 
Communication
	Formal

	Text message to a friend
	Verbal – 
Written
	Email to a professor

	Birthday card for a relative
	
	Resume & cover letter

	Grocery list
	
	English paper

	Tweet or Facebook status
	
	Online discussion board post

	Skyping with a sibling
	Verbal – 
Oral/Spoken
	Tutoring

	Family dinner
	
	Job interview

	Socializing at a club meeting
	
	In-class presentation

	Getting to know your roommate
	
	Scheduling a doctor’s appointment

	Riding the bus
	Nonverbal
	Sitting in class

	Dinner out with a friend
	
	Interacting with customers at work

	Watching a movie at home
	
	Turning in a job application

	Hugging your mother to say hello
	
	Shaking hands to greet your boss


E. Why does communication matter?
· Expectations related to communication change as you enter college and become an adult
· When you use effective and appropriate communication, other people are more likely to…
· Have a _______________________________________ of you
· Take you seriously; relate to you as ___________________________________
· Offer you assistance and give you ____________________________________ when needed
F. Making the Transition
· __________________________________ communication is appropriate…
· In most situations high school students encounter

· In many situations college students encounter

· However, college students encounter more situations where formal communication is ________________________________________________
· In college, you will need to transition back and forth between formal and informal communication styles much more frequently
G. Types of College Communication: In college you will likely need to…

· _____________________________________
· Leave voicemails
· Meet with a variety of educational professionals 
(e.g., advisor, professor, financial aid counselor, disability support staff, residence hall leader, etc.)
· _____________________________ (in & out of class)
· Write papers & assignments
· Give presentations
· Attend tutoring, study groups, or review sessions
· Participate in _________________________________________
· Work on group projects
· Apply and interview for a job or internship
· Interact with __________________________________________________________ for independent living tasks (e.g., schedule doctor’s appointment, get car’s oil changed, etc.)
H. Communication Tips for the College Setting
· Use good ____________________________
· Stand up (or sit up) straighter than usual

· Look people in the eye when _________________________________
· Don’t fidget with objects in a distracting way

· Use professional ______________________________
· “Yes” instead of “uh-huh”; “hello” instead of “hey”

· Remember your _____________________: please, thank you, yes ma’am/sir

· Don’t use profanity in any education or employment situation

· Use __________________________ skills

· Pay attention and actively try to ____________________ what’s being said

· ______________________ what’s being said by nodding, saying “yes”, etc.

· Respond in ways that keep the conversation going

Dressing for Success

A. Appearances as ___________________
· People are defined by what’s inside, not by their outward appearances
· However, outward appearances play an important role in communicating with others
· Create __________________________________________
· Quickly send specific signals to many people at once
· Appearances can be deceiving
· Strive to communicate clearly with ____________________________
· Be willing to see past others’ appearances when they don’t _______________ _____________________________________________________________
B. Communicating through Outward Appearance in College
· College students use their ______________________________________ to communicate with peers, professors, employers, and many other people
· Just like in other forms of communication, college students need to be able to present themselves in different ways appropriate for a variety of situations
· Most colleges ________________________________________________
· Most college students dress primarily for comfort and personal style preferences

C. To dress for success in college…
· You do not need to…

· Conform to ___________________________________________
· Suppress your self-expression
· Wear expensive clothing or accessories
· “_______________________” all the time
· Look picture-perfect every time you leave your dorm room

· But you do need to…

· Be _______________ and appropriately groomed
· Cover up enough to avoid indecency charges
· Dress appropriately for certain situations that require _________________
· Pay attention to the __________________ your appearance communicates to ensure they are what you want to convey
Classroom Behavior Expectations

A.  Classroom Behavior as Communication

· A student’s behavior in the ___________________________information about the student to other people
· Universities set behavioral standards for the classroom to communicate their _____________________
· As with other forms of communication, ensuring everyone is on the same page is important to a smooth transition
B.  Setting High Standards

· Colleges and universities set ______________
· Assumption is that students are there to learn

· Students are _______ for this experience

· Attending is a __________, not a right

· Basic guidelines reflect the university culture

· Variation may exist within the university

· Individual instructors 

· More ________ in upper-level courses

· Variations between majors/department

C.  General College Classroom Expectations

· Take initiative to learn and adhere to written guidelines as well as ___________________  “rules” of university culture
· Demonstrate maturity in actions and words
· Demonstrate respect for professors and other ___________________
· Demonstrate respect for peers
· Contribute to the academic ____________  in a positive way by listening and participating 
· Do not demonstrate any behaviors that may disrupt the academic environment
D.  Disruptive Behavior

· Classroom disruptions are take seriously

· Colleges enforce ________  on disruptive behavior 

· Policies exist to ________________  who are investing time and money in their education

· Definitions of disruptive behavior / classroom disruption

· “…any behavior likely to substantially or repeatedly interfere with the normal conduct of instructional activities…” (East Carolina University)

· “…behavior a reasonable person would view as substantially or repeatedly interfering with the conduct of a class…” (Butler University)

·  “…behaviors that hamper the ability of instructors to teach and students to learn…” (UNC-Wilmington)

· “…acting in a manner so severe, pervasive, and objectively offensive that it materially or substantially interferes with normal classroom procedures…” (Fayetteville State University)

E.  Specific Examples of Disruptive Behaviors 

· Repeatedly arriving ________________________
· Repeatedly entering and exiting the room during class

· Cell phone or electronic device going off

· __________________
· Texting

· Unauthorized use of any technology or electronics 

· Making loud or ___________ noises

· Exaggerated or distracting movements of oneself or one’s belongings

· Disrespectful, insulting, profane, or otherwise inappropriate language 

· Disrespecting or ridiculing other’s viewpoints

· _________________
F. Specific Example of disruptive Behaviors

· Loud or prolonged side conversations

· Speaking  _____________ recognized

· _______________ 

· Monopolizing class discussions

· Unnecessary or repetitive questions/comments intended to delay instruction

· Sleeping 

· _________
· Reading material unrelated to the course during class (e.g., newspaper, websites)

· Ignoring _____________
· Persistent and unreasonable demands for time and attention

· Intoxication

G. Threatening or Dangerous Behavior

· Behavior ______________________________, violent, harassing, intimidating, or otherwise dangerous supersedes these policies

· Students believed to be dangerous can be _________________________ from class by law enforcement officers 

H. Consequences for Disruptive Behavior

· Consequences vary ____________________________ and the severity/frequency of the disruption

· Colleges have specific procedures instructors must follow to _________________________________________
· Consequences may include:

· Being asked to cease the behavior in class

· Meeting with the instructor and/or _________________________
· Being asked to leave class and being counted absent

· Reduction in course grade

· ____________ warning; written warning

· Formal charge of violation of code of conduct; referral to disciplinary board

· Permanent removal from class with a grade of “Withdrawn” or “Dropped”

· Probation; _____________; expulsion

I. Tips on Avoiding Disruptive Behavior

· Pay attention to your school’s policies and culture, as well as individual instructors’ preferences

· Practice ____________________ and develop good habits

· Meet with the instructor to _________________________ you have; if that doesn’t bring resolution, meet with the department chair

· Avoid any behaviors not directly related to ____________________
Sending Emails in College

A. Why Are Email Skills Important?
· Primary method of communication ___________________________ and university faculty/staff
· Conveys two types of information
· _______ did you say?


Content
· ______ did you say it?

Style, tone, vocabulary, manners, spelling/grammar, clarity, etc.
· Creates an impression of the sender
· Communication skills, abilities as a student
· Professionalism, maturity, investment in education
B. General Guidelines
	Do…
	Do Not…

	
	Leave the subject line blank
Make the subject too general or too long

Uses keywords that may trigger a junk-mail or spam filter



	
	Select a fancy, decorative font


	Begin with a polite & respectful salutation
       Dear Professor Jones,               Hello Dr. Powers,

Address the recipient by the title & last name

      Dr. Walters               Mrs. Elkin           Professor Tyler

Look up the recipient’s title if needed


	

	
	Write emails in the same format as text messages or social networking posts
Write in fragments, phrases, or lists

Use slang or informal language

	Use standard, commonly-accepted abbreviations where appropriate
       e.g.        a.k.a.       UNC       PSYC 101-003         MWF/TR
	

	Capitalize words properly
      I’m Joe Smith from Greenville, NC

Use correct punctuation

      Thank you! I look forward to hearing from you.
	

	
	Expect the recipient to recognize you by name alone
Make the recipient guess what you want or need 

Ramble or include unnecessary details

	
	Use an overly-familiar or personal tone
Use disrespectful, emotional-laden, or overdramatic language

      This sucks    freaking out     really frustrated   

       Panicking     fault/blame

Include anything in your email that you would be embarrassed to have shared with others or that you may regret after clicking send



	Spell-check and grammar-check
Proofread before sending

Have someone else proofread particularly important emails


	

	Sign emails with both your first and last name
Use an email “signature” that automatically inserts your full name and contact information at the bottom of every email you send


	

	
	Expect an instantaneous reply
“Email-bomb” by sending multiple emails over a short period of time to elicit a faster response




C. Additional Email Etiquette Tips
· Check your email _______________ and reply promptly
· Pay attention to “Reply” __________ “Reply All”
· Once an email dialogue is underway, some aspects may become less formal 
· Use the “Reply” feature instead of ​​​​​​​​​​​​​​​​​​​​​​​​​​​​_______________________________ so you don’t have to repeat all the background information each time

· Depending on your relationship with the recipient, more informal salutation, less context, or slightly more ____________________________ may be appropriate

· However, some aspects – especially tone, spelling/grammar, respectful language, etc. – should remain formal

D. Email Template

Salutation

Dear Dr./Mr./Mrs./Ms./Professor [last name]

Greeting


Hello./Good morning./Good afternoon.

Introduction 

This is (name) from your (day/time of class, subject/course #) class.

Message


 (Describe what you need. Be thorough, but straight to the point.)
Closing/Thanks

Thank you for your help.

Sign off


Sincerely, [your full name] 
E.  Sample Email based on This Template

Dear Dr. Stevenson,
Good Morning. This is William Banks from your PHYS 1200-007 class that meets MWF at 9:00 am. I’m emailing you to request additional help with this course.

I’m having difficulty understanding the theory of relativity that we discussed in class. So far, I have read over my notes, reread the textbook, and asked a friend in the class for help. Would you be willing to meet with me to help me understand it better? I’m available during our office hours on Wednesday at 11 if that would work for you. If not, is there a more convenient time when I could visit your office?

Thank you very much for your help.

Sincerely,

William Banks

F.  Another Email Template

To: Double-check that the email address is correct

Cc: you can copy yourself on an email for your own records

Subject: Use a subject heading, but avoid emotionally-charged words

Dear __________, (Use an appropriate salutation based on who the recipient is)

Sentence #1 should contain a greeting.
(e.g., I hope you are doing well; I hope you having a nice week so far; etc.)

Sentence #2 should identify who you are.

(e.g., I am in your ENGL 1100 class on Tuesday/Thursday at 12:30; I am one of your new advises; etc.)

Sentence #3 should state the purpose for your email.

(e.g., I am writing to make sure I understand how to best study for our next test; etc.)

The next several sentences should explain your question, concern, or comments clearly.

You may want to end with a last sentence that wishes the person well.

(e.g., have a great day!/ I hope you weekend is a restful one; etc.)

Sincerely, (or another appropriate ending)

_____ (include your name; don’t assume the email system will alert the recipient to your full name.)

Constructive Criticism

“Criticism may not be agreeable, but it is necessary. It fulfills the same function as pain in the human body. It calls attention to an unhealthy state of things.”

- Winston Churchill

A. What is Constructive Criticism?
· Feedback ___________________ else’s work
· Valid and well-reasoned _____________
· Includes both positive and negative comments
· Friendly ___________ rather than an oppositional one
· Valuable tool in raising and maintaining performance standards
	Constructive Criticism
	Destructive Criticism

	Intends to educate
	

	Related to the work
	

	
	Tears down an idea

	Makes the outcome better
	

	
	Includes rapid fire and random responses

	
	Tries to take over


B. Constructive Criticism in College
· Communication ___________________ may differ in college.
· High school teachers 

· Goal of increasing __________-esteem and correct ____________.
· May be ________________________________ when giving feedback or assessing work.
· College professors 

· Goal is to _____________________ and increase proficiency
· More direct or _________________________ in feedback
· May not mention what was done _________________.
C. Understanding the Intent of Criticsim
· Constructive criticism may be interpreted as a _________________________ if you don’t understand its purpose
· However, professors are not launching a personal attack by giving you direct feedback
· No ______________ against students

· Their job is to make you a stronger _________________________, a better writer, and a more knowledgeable person

· They have the benefit of experience and perspective to offer you quality feedback and advice

· You will not improve without hearing where you ___________________ and how to correct it
D.  Prepare Yourself for this Change
· Start preparing now for the shift in ________________   you will encounter in college in order to…
· Alleviate _________ shock

· Receive feedback in the ________ in which it’s intended

· Learn from criticism
· Use the following tips to help you process constructive criticism and become more “thick-skinned”
E. Tips for Processing Constructive Criticism

1. Stop 
· Do not react or ____________ immediately 

· Take a deep breath or _______________________, if necessary

2. Separate the Content of the Message from the Manner in which it is Delivered

· Feedback in college will usually be __________________ and appropriate 

· Some criticism may be _____________________________ such as frustration, anger , or sarcasm

· Keep your _______ and stay rational

· Don’t match the other person’s emotions

· Reacting negatively or emotionally generally makes the situation worse

· Address the underlying issue, not the way it’s being raised

3. Reflect Upon and Learn From the Feedback

· What is the content of the ______________ that was conveyed?

· Move past defensiveness to genuinely analyze the feedback

· Was the criticism ______________? To what extent?

· If so, how can you improve?

· If not, what else can you learn from the situation?

4. Acknowledge Your Feelings, But Don’t Take it Personally 

· Some criticism may have a _______________ on you

· It may sometimes be personal, and it often feels personal

· It’s ok to feel hurt, ________, sad, disappointed, ________, surprised, or whatever else

· However, don’t let it…
· Bring you to __________

· Define you

· Lower your self-esteem

· Remember: _____________
5. Learn Something and Move On

· Take the lesson away from the experience, but leave the _____________________________ in the past

· Use it as a _________________ to get better

· Use what you’ve learned so you don’t repeat the ________________________
Writing Thank You Notes

A. Why Write Thank You Notes?

· To acknowledge  a kind gesture

· To __________ appreciation

· To make a positive impression

· Write thank you notes for:

· Gifts _________

· Kindnesses shown

· ____________ written

· Following up after a job or internship interview 

· Other personal reasons

B. Thank You note Template

· Start with a ________ Template/Outline

· Fill in the appropriate specific _______________

· _______________ and individualize it to suit your own communication style and your relationship with the recipient

C. 7-step Thank You Note Template

1. Salutation

· Examples

· Dear Aunt Beth,

· Dear Professor Carver,

· Dr. Smith:

2. Directly Say “thank you.”

· Step

· For a gift: specifically mention the gift and the occasion for which it was received. Use a positive adjective to describe the gift

· For an action/event: Specifically mention the action or event and the occasion it was associated with.

· Examples

· Thank you for the lovely watch you gave me for my birthday.

· Thank you so much for the generous check you sent me for my graduation.

· Thank you very much for writing letters of reference to accompany my scholarship applications.

· Thank you for the opportunity to interview for the summer internship position on Monday.

3. Express your appreciation in more detail 

· Step

· For a gift: tell the giver why you liked the gift in more detail. If you have a hard time thinking of a specific compliment, say something generic, like “I love it!”

· For an action/event: mention a specific positive effect of the action or a positive detail associated with the event.

· Example

· The gift card will come in handy for buying coffee on the way to my morning classes.

· I can’t wait to put the new blanket on the bed in my dorm room.

· I definitely think it strengthened my application for the committee to hear from someone who has taught me in a laboratory course.

· I enjoyed learning about the program and the opportunities it would provide.

4. Comment on how nice it was for the giver to do this for you

· Example

· It was so thoughtful of you to remember me.

· What a generous and kind gift!

· It’s kindnesses like yours that have made getting through this difficult time easier.

· I know you’re extremely busy at this time of year, and it meant so much to me that you took the time to be there.

5. Closing niceties, such as a greeting or well-wishes

· Example

· I hope you and Uncle Lloyd are doing well and enjoying your summer.

· Please tell Marcus I send my love, and give Spot a pat on the head from me! Let’s plan together the next time I visit Fargo.

· I’ll miss seeing you at Sunday dinners once I leave for ECU, but I know we’ll keep in touch on Facebook.

· I hope the upcoming merger goes smoothly for your department. I look forward to keeping up with it in the company’s newsletter.

· Best of luck with your presentation at the conference next week!

6. Wrap it up by thanking the giver one more time

· Example


· Thanks again!

· Thank you again for this opportunity! I look forward to hearing from you.

7. Sign off

· Step

· Select an appropriate sign-off based on your relationship with the giver.

· Example

·  Love, Wilbur

· Sincerely, Morris Winchester

· Best Wishes, Kerry

· Regards, Melvin Allen

D. Sample Professional Thank You Note

Dear Professor Smith:

Thank you for writing letters of reference to accompany my scholarship applications. I definitely think it strengthened my application for the committee members to hear from someone who has taught me in a laboratory course. I really appreciate your taking the time to recommend me, especially at such a busy time of the year. I hope the rest of your semester goes well, and I’ll keep you posted about whether I receive any of the scholarships. Thanks again!

Sincerely,
Jimmy Huffington
E. Sample Personal Thank You Note

Dear Aunt Bethany,
Thank you so much for the awesome care package you sent to me at school! My roommate and I are having a great time playing with the stress-ball toys, and I think I made some new friends on my hall by sharing a few of your amazing homemade cookies. (The rest are safely stashed under my bed to make sure they last as long as possible!) You must have known that I was having a stressful time, because it was exactly the kind of fun pick-me-up that I needed to turn my whole week around for the better. Thank you so much for both the treats and the sweet note, and I can’t wait to give you a big hug when I see you over winter break!

Love,
Alice

F. Additional Thank You Note Tips

· Be _______

· Better late than never

· ____________ your notes

· Make them personal

· Keep a ______
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