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cial aid information. Students often run into financial aid problems for

a number of reasons: dropping too many courses, failing to pass enough
courses, and taking courses that are not required in their program are
three major ones. Not completing the FAFSA on time is also a huge ob-
stacle to navigating the financial aid universe. The financial aid office staff
are the experts and you need to check your email, Banner, and your postal
mail for notices from them about deadlines and your awards from finan-
cial aid.

Additionally, the college expects payment before the semester begins. In
fact, if you do not pay your bill or make sure your financial aid is in order
a couple of weeks before the start of the semester, your registration will
be purged—you will no longer have a class schedule, even if you had reg-
istered very early. Dates are advertised on the website and calendar. Obvi-
ously, you do not want this to happen, because you have to begin all over
again trying to get into classes, and by then they might be closed to new
registrations. This is why you should have a way or plan to take care of the
fees and tuition as soon as you register.

So, to recap, college is a new terrain, and the college experience is a jour-
ney over that terrain. The terrain has a physical and cultural features. The
physical one is the actual campus, which for Dalton State involves many
buildings over more than 40 acres of land. The cultural one involves the
rules and regulations, the language, the values, and the persons and per-
sonalities. In the next section we will talk about the people most affecting
you—the faculty—but first I'd like to address the values of higher educa-
tion.

Values

The first value is rigor. That means the learning tasks require effort from
students. You could say it means the courses are hard, but there is more

to it than that. It means the academic standards and expectations are high.
At Dalton State, we have a tradition of being a rigorous college. Our stu-
dents who transfer do very well historically at other colleges. Our health
professions students do very well on certification exams. To be honest, we
take pride in being rigorous and having high standards but also in empow-
ering the students to meet those standards through good teaching. Teach-
ing is what our faculty do, and it is our priority.

The second is diversity and inclusion. College will allow you, and some-
times force you, to encounter people and ideas that you have not before.
Your instructors may be from other countries or parts of the U.S., as might
be your classmates. You will have classmates who are twenty years older
than you—or younger. Your instructors may teach theories and concepts
you personally disagree with. One thing that students often find in college
is that the old cliques and “drama” that happened in high school simply
doesn’t apply in college. It’s about the learning and the work, not social
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status, cliques, or in-groups. Everyone belongs, no matter what they look
like, as long as they do the work.

The third is civility, which can be thought of as “actively showing respect.”
Not agreement, but respect for them as human beings and members of the
community and as persons who have a right to express their opinions with
civility as well.

The fourth value is equality and fairness. You might not always think it is
true in your experience, but higher education values access (availability
of learning to those willing to work hard), equality (not getting a grade for
any reason other than performance, and not giving or asking for special
treatment) and fairness (equal output for equal input). For that reason, if
you ask a professor for special favors, you are asking him or her to be un-
fair to the rest of the class who did not get those favors.

Now, in case my emphasis on work is making you worry that there is noth-
ing fun going on at Dalton State, let me stop here and say that Dalton State
offers a wide variety of programs for social interaction, relaxation, fun,
and developing relationships and leadership. The Dean of Students’ Office,
the Health and Wellness programs, and the Athletic Department are three
website you should check out right now just to convince you college is not
all hard work and there is plenty of activities to get involved in here!

College Faculty

I have mentioned faculty several times in this section on values, and there
is a reason for that. The persons you will have the most contact with on
campus, other than students, are your faculty. You will spend several
hours a week with them. It is best if you start to think of them in positive
and constructive manners rather than as stern, rigid, distant authority fig-
ures who have no connection to your lives. The following is from a Power-
Point I created for a first-year seminar course taught in 2016 I called “The
Care and Feeding of College Faculty.”

« Forget all the things you have heard about college professors. You
might have been taught that college faculty:

« Spend most of their times writing books

« Are introverted, weird, or eccentric (the absent-minded professor
stereotype)

« Have inappropriate relationships with their students (while this has
happened in some colleges, it usually ends badly, as in unemploy-
ment. )

« Don’t work very hard (We might only be on campus about 30 hours
per week, but we work away from the office many more hours.)

 Are mean. Students have informed me that their high school teachers
told them that college professors were uncaring. Perhaps they said
that so that the students would not expect the professors to be easy;
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perhaps those high school teachers did have bad experiences. I can
say this is not the case at Dalton State. You will find your instructors
to be warm, polite, helpful, and friendly—but professional. Part of
growing up is to learn to negotiate between those two.

These mistaken and questionable ideas often come from TV and movies
are questionable. However, college faculty do have specific characteristics.

They LOVE their discipline. They live their discipline. They went to
school for years to understand their discipline. They think it’s the
greatest thing ever. I teach communication and do not understand
why the subject does not fascinate everyone. Consequently, don’t
blow off their subject. Don’t say it’s worthless or boring or of no value.
How would you feel if someone did that to you?

They like to question, so they seem skeptical. We are taught to ques-
tion ideas and assumptions. Sometimes we say things in class for you
to think about, even if we don’t agree with it.

We expect you to follow the syllabus and do the assignments. The syl-
labus in college means much more than the syllabus in high school;

you should keep it in a prominent or accessible position in your note-
book.

They have different personalities. Some of us are extraverts and some
are introverts. Some have quirky senses of humor and some have
fairly quiet ones.

They are in total charge of their classrooms. College instructors are
not to be disturbed when teaching. Do not walk into a college instruc-
tor’s class and interrupt in the middle of a session, unless the building
is on fire.

Higher education changes slowly, and so do faculty. Colleges were
originally run entirely by the faculty; there was not really a separate
administrative staff. Even today, many college academic policies can-
not be changed without the approval of the faculty. For example, we
cannot change financial aid policy, but we can change the curriculum
in a major if we choose to do so.

Professors at Dalton State are student-oriented. We chose to work
here because it is a teaching institution, which means our main
responsibility is to teach, advise, and serve students, as opposed to
doing research. We do engage in research, but that is not our priority.

They don’t treat some students better because they like them.

We have heavy workloads. We teach 3-5 classes per semester, with
varying numbers of students—as few as ten, as many as 100 or more.
We have to keep office hours, one or two a day, which does not in-
clude committee meetings (faculty participate in governance of the
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college, and that takes time), advising students, preparing classes,
grading, assessments, and required continuing education.

We have families and lives, too.

College faculty do not deal with parents. It is against federal law for
a college instructor to talk to your parents about your status (that
means grades) in their class. That law is called the Buckley Amend-
ment and often referred to as FERPA because of its origin in the
Family Educational Rights and Privacy Act. If a parent calls and asks
about a student—and it does happen occasionally—we just say we are
not allowed to talk about a student’s progress to parents or anyone
else outside the College personnel. There is a way around this law;
the student can sign a waiver of his or her privacy rights in Enroll-
ment Services. But our first response will be to refer to FERPA.

As adults, authority figures, and experts in their subject matters,
faculty members expect respect. It is best to refer to him or her as
“Professor” if you do not know if the instructor has earned a doctorate,
and as “Dr.” if you know they have (it will probably be on the sylla-
bus). We work hard for the doctorate and it is professional courtesy
to use it. Some will say it is all right to call them by their first name
(very rare) or “Mr.” or “Ms.” but unless they do, you should default

to “Professor.” You should also learn your professor’s name and office
location on Day One.

Keeping all these characteristics in mind, here is a list of Don’ts that will
keep you in good shape with your professors. Don’t...

 Ever ask them if anything important happened in class on a day you

were absent. This is literally the Kiss of Death and you may get a very
harsh or sarcastic answer, such as “No, since you were not there, we
put our heads down and thought about your absence.”

Don’t email them like text speak. Emails should start professional-
ly, “Dear Professor,” identify who you are and your class (the email
address may not do that), and clearly give your question or concern.
You should have a closing as well. Your relationship with your faculty
member is a professional one and this is a good time to learn profes-
sional communication. Many professors simply will not answer an
email like this:

hey I missed class today can I get the notes from you or
the power point? Bill

Yes, I have gotten emails like this from students.

« Expect special treatment. Fairness to students is extremely important

to us.
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« Play with your electronic devices in class. I cannot stress this one
enough. Each faculty member will have a policy on phones and lap-
tops, and you must abide by it. Remember, we are in control of our
classrooms. Faculty are also allowed to call public safety and have
students escorted out of class if they are really disruptive or causing
harm to other students and their learning.

 Think attendance doesn’t matter. This is one of the biggest lies that
is propagated about college life. Attendance in class does matter,
very, very much. No, we won’t call the county truant officer. Howev-
er, many faculty take daily roll, and we have to keep some record for
financial aid purposes. So, we are aware of your attendance, but more
important, you will not do well by missing many classes, even in a
class that is purely lecture and test-taking. Lots of research shows
this.

« Be afraid to go to their offices and ask for help. It’s one of the best
things you can do if you are having academic concerns. If you do go
to their office, however, don’t overlook the office hours sign on the
door (also on the syllabus). If the professor has informed the students
that she is in from 1:00-3:00 on Thursday afternoon, don’t expect her
to be there at 4:30.

« Think your instructors are psychic. If you never ask questions in class,
even if you have them, we are not mind readers. Please ask.

At the end of the semester you will be asked to evaluate your instructors
online. First, please comply. The data is important to the college’s opera-
tions. Second, answer thoughtfully. Third, don’t blindside the instructor. If
you say “He never explained X clearly,” did you ask about X? Fourth, don’t
get ugly and personal; swearing on the evaluations isn’t helping anyone.
State your case about the instructor’s behavior, not that you didn’t like her
shoes. The evaluations are about the learning experience in the class, not
whether you think the class should be in the curriculum.

Parting thoughts

While there are a lot more things I could say about the journey of being a
college student, some things you just have to experience. Not everything
will make sense at first. Remember, it’s a long journey.

Expect your college life to have a cyclical nature. The first few weeks will
be exciting and daunting; you may feel like your head will explode with all
the newness. A few weeks in you might feel a little down. The newness has
worn off and man, oh, man, the work is piling up. By the eighth week, it
will feel like everything came at once, but you do get a short break about
then. The stress and activity builds and builds until finals and whew, it’s
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time to sleep and binge watch shows on Netflix. You say, “I got to get a
better start next time” before it starts again in January.

I'm telling you this now because the key word I want to leave you with is
PROACTIVITY. Your college journey will be enjoyable and successful to
the extent that you are proactive. I learned this all-important word from
the best book on time management, The Seven Habits of Highly Success-
ful People by Stephen A. Covey. In a sense it means “planning” but more
than that. Because we cannot plan for everything, we plan margin for what
we know we cannot plan for. I cannot plan when I will have a flat tire; I
can plan to have the resources to fix it in my car when it happens. I cannot
plan the traffic between my home and the campus, but I can plan to leave
10 minutes early every day to get a parking space and miss the worst of the
traffic turning into the entrance.

Proactivity is about having a future-orientation that is executed in the
present. Paper planners, or electronic ones, can help. But you can write
down or type into your phone all the plans you want if you don’t choose to
execute the plans. After a while, proactivity can become a habit and you
cease to even recognize it as such. For example, years ago I learned to put
my clothes out the night before a workday. My husband sets the coffee pot
up before going to bed. These are small things but they save loads of time
and more importantly, stress. Much of the stress we feel is self-inflicted
from poor planning.

It is common for textbooks for transition for first-year students in college
to contain a chapter on time management. In place of a separate chapter
or appendix, we will include some online resources. Inventories, filling

out sample weekly calendar/schedules, and tips on time management are
very helpful, but they start with this attitude of proactivity and some of

the mental processes discussed in the Part 2, specifically self-efficacy and
locus of control. Now is the time in your life to realize that there are urgent
things and important things in your life, and those will change as you go
through various seasons.

Urgent means that for whatever reason the task must be done very, very
soon. Important means that it is central to your values and to your reach-
ing your goals. Urgent means the task or activity demands your attention
now; important tends to mean it will demand your attention long-term.
Some things are simply urgent, but not important; some are important but
not urgent; some are neither, and some are both. The diagram on the next
page is often used to show that comparison.

Many of you have family and work responsibilities. Being a student is one
of your many roles. This means balancing priorities; you have more things
in your life that are both urgent and important. For that reason, using
tools such as planners are a must for you. As a friend of mine says, “Ev-
erything takes longer than it takes,” so be realistic about trying to pack too
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many activities into your day. For your health and good relationships, you
need to plan “margin” in your life, time in the day that is not packed to the
full. That time will probably be taken up by the urgent and semi-urgent
things that come up.

Here are some resources that can help you with time management:

A crisis or pressing problem Planning & Preparation
(flooding toilet, burning food on (researching for a project that is
the stove) due in several weeks)

¢ Impending Deadline (test/paper ¢  Relaxing or Working Out
due tomorrow)

r—
e  Most Interruptions (phone calls, ¢ Reading junk mail or magazines
someone shows up in your for leisure
dorm room)
¢  Time Fillers (watching TV &
e Several popular activities checking FaceBook)

(responding to text messages,
checking email)

http://lgdata.s3-website-us-east-1.amazonaws.com/docs/1396/492636/
TIme_Management_Activities Self Quiz.pdf

https://www.mindtools.com/pages/main/newMN_ HTE.htm

http://www.rasmussen.edu/student-life/blogs/college-life/time-manage-
ment-tips-college/

https://www.usnews.com/education/blogs/professors-guide/2009/10/14/
top-12-time-management-tips

https://www.projectsmart.co.uk/smart-goals.php

In conclusion, time management is more about self-management than the
clock. You can’t really manage time—it keeps going forward, no matter
what we do. You can only manage your own goals and behaviors, and col-
lege life will bring the importance of that home to you.


https://www.projectsmart.co.uk/smart-goals.php
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Part 2: Learning to Learn

“Remember, in business and in life — success is earned from learn-
ing how to do things that you don'’t like doing.” (Glenn Llopis, 7
Reasons Networking Can Be a Professional Development Boot
Camp, May 29, 2012, Forbes.com)

One of the most important things that you will learn in college is how to
learn. Why does that matter? Because learning will be one of our jobs

in the future. No matter what profession you eventually enter after your
formal education—social work, nursing, accounting, social media director,
elementary school teacher, business manager, respiratory therapist, bank-
er, or one of many others—you will continue learning new procedures, new
policies, new techniques, new ways of thinking. Your employers will expect
you to attend training. You may decide to change careers completely or
slightly and have to learn new skills. Software and technology change con-
stantly. Many of you will eventually want to earn a graduate degree.

Psychologist Herbert Gerjuoy said many years ago, “Tomorrow’s illiter-
ate will not be the man who can’t read; he will be the man who
has not learned how to learn.” This quotation has often been attribut-
ed to the futurist Alvin Toffler, who used it in his book Future Shock from
the 1970s. These men’s words were prophetic, although they could not
have foreseen all of today’s technology.

Of course, not every learning task will be the same as the type you do in
college. However, the truth remains that you are only beginning to learn
as an adult, and this is the time in our life where you can focus on learning,
on understanding the process, on how you best learn, and how you can
expand your repertoire to learn better.

There are many theories about how we learn. While in some cases they
contradict, for the most part they complement and supplement each other
because they concern themselves with different aspects of the learning
process, either the physiological effects of learning on the brain and body,
the social aspects, or the personal and psychological effects.

Thanks to magnetic resonance imaging (MRIs), other medical science,
and the growing field of neuroscience, we know much more about how we
learn. We know that learning creates a physical change in the brain as syn-
apses grow. We know that this happens not by passive reception or expo-
sure to information but by our effort. We know that memories are formed
by passing from a short-term category to long-term through rehearsal,
usage, and other efforts.

We understand how attention works and that distractions inhibit learning
rather than helping it. While you think listening to music may help you
study, it probably is not, and your ppen laptop in class is distracting the|
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ktudents behind you] In fact, the idea of multitasking is a myth. You may
think you can do several things at a time, but you are actually cutting the
efficiency and quality of the work you are doing. In other words, you might
et some things done when you multitask, put you won’t do them as quick]
ly or as completely]

We understand now that intelligence is malleable (change-able, flexible)
and that a person with a fixed mindset about learning (those who say they
are just born to be good at a skill like math, music, or writing) will face
frustrations and obstacles in comparison with those who have a growth
mindset. A growth mindset sees one’s failures in a learning task as ways to
find new methods for learning, not as a stopping off point in learning. Also,
to the advantage of all college students who sometimes feel like their heads
are going to explode, we know that learning is not a zero sum game. Learn-
ing one thing does not mean it has to displace something else. Your brain
is an organ that is developing new and more intricate connections; it is not
a box that will only hold so much. We also know there are different kinds
of knowledge and different kinds of intelligence, and we know there is a
distinct difference in learning and processing between novices and experts.

We also know that some of the common ideas about learning do not have
much evidence. One of them is learning styles. You have probably taken a
test that classified you as a visual, auditory, or kinesthetic learner. While
there is nothing wrong with being classified in such a way, there is no
evidence from scientific studies that you will learn better if your instructor
teaches to your learning style. Unfortunately, I have heard many students
over the years attribute their failure in a class to the professor who didn’t
teach to their learning style. What the students did not understand is that
we learn through all styles (visual, print, hearing, and activity) depending
on the demands of the learning tasks.

You did not learn to drive a car simply by reading about it or looking at
videos (print, visual). You had to drive around in a car and listen to the
instructor (kinesthetic and auditory learning). Think about learning how
to ride a bicycle—same scenario. On the other hand, learning to speak a
foreign language requires auditory and visual input, not just one, and is
enhanced by movement. It would be better for you to use all four modali-
ties than to pigeonhole yourself and limit your learning to a certain modal-
ity. As Steiner and Foote (2017) stated,

Like other labels, learning style labels may contain a grain of
truth. A student who prefers to learn auditorily may find studying
more productive when her notes are spoken aloud into a recording
device and revisited later. But she may also find that when study-
ing for a geometry test, drawing diagrams (visual) and physically
manipulating shapes on paper (kinesthetic) work best for her.


https://link.springer.com/article/10.1007%2FBF02940852?LI=true
https://www.youtube.com/watch?v=vJG698U2Mvo
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In fact, it’s just as important what you do with the information after it is
accessed (enters your mind) than how it gets in there! As a college student
and developing adult learner, you will want to be aware of what learning
tasks require, especially what they require of you in terms of effort, atten-
tion, and time. You will want to notice what you are doing when you learn
and even when you do not learn as you hoped to. You will want to think
about and talk about how you learn best because using language is part of
the effort behind creating those synaptic connections. These behaviors are
called metacognition, or “thinking about thinking.”

This need for metacognition is why your professors will often ask you to
turn to your partner and discuss some of the lecture material, such as
what was unclear— “the muddiest point”—or to compare notes you have
taken. It is why your instructor might have you look at the questions you
got wrong on that midterm exam and figure out why you got them wrong—
what processes did you go through to get that answer, and where, perhaps,
did you get off track. It is why your professor might give you a pre-test at
the beginning of the course to see what your pre-conceptions about the
material are.

Of course, learning is not just about adding knowledge but also reshaping
your understanding and approaches. For an example, I'll use public speak-
ing. Students come into the class with ideas about public speaking that
they have to “unlearn.” One is that they cannot do it, because of bad past
experiences or fear. Another is that all they have to do to be a good speaker
is be funny, even silly. Another might be that public speaking is not an im-
portant skill, or that public speaking is just reading to an audience. As an-
other example, science instructors often see that their beginning students
have faulty ideas about science as a field of knowledge as well as about
specific scientific facts. Their goal is not just to fill the students’ minds with
scientific facts but to think like scientists—to move from a novice to an
expert.

All this is to say that one of the things you will hear over and over again,
and one of the things that is a major difference between high school and
college, is “time on task.” College learning, because it is “higher” in terms
of the thought processes your professors want you to engage in, takes time.
You cannot jot off a ten-page paper in a couple of hours. You cannot study
for a midterm for an hour the night before. Well, you can try, but how suc-
cessful you will be, in terms of really learning and earning good grades, is
up for grabs.

Six theories of learning I would like to present here that will be of value to
you as a student are Bloom’s/Krathwohl’s/Anderson’s taxonomy, Albert
Bandura’s self-efficacy, self-directed and self-regulated learning, the use-
fulness of mindset, Vygotsky’s zone of proximal development, and Kolb’s
experiential learning cycle. What matters with each is that learning is ef-
fort. While learning can be enjoyable, the old “learning is fun” adage gives
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the idea that it is easy and that it shouldn’t require much effort. It learning
does take effort, the erroneous thinking goes, then something must be
wrong. On the contrary, learning is hard work.

Recently I signed up for an online course with an organization that cre-
dentials online courses. The organization’s purpose is to help instructors
create excellent courses and to train college personnel in applying excel-
lent standards to the course. I have taught online for almost twenty years
but wanted to learn this organization’s system. It proved to be more chal-
lenging than I planned.

Because I had many years of experience in teaching online and reading
about how to do it and design classes, I found I had to put aside some of
my attitudes and ideas because of the philosophy and approach of this or-
ganization’s system. I had to “unlearn” some of my former ways of think-
ing about online teaching and course design. To “unlearn” doesn’t mean
to forget, since memory is not something we can just erase like deleting a
file from a computer. Due to my willingness to do that, I walked away with
a deeper understanding of good online course design. I was also able (and
this is another aspect of college learning) to transfer or apply that knowl-
edge to my traditional classroom teaching.

What is one of the things I “unlearned?” I like to put lots of extra resources
in my online class, as in “when you get a chance, this is something inter-
esting to read.” I “unlearned” that that was a good idea. It just confuses the
students, and unless it directly meets a learning objective or outcome, it
does not belong with all the other materials. What I might do in a regular
classroom doesn’t translate to online, not in all cases. That was a hard les-
son for me because of my personality—I like to give students lots of choic-
es! But it was a good one to learn.

In that personal learning situation I see each one of the six theories men-
tioned above. I see that I had to go up the taxonomy, and I had to be
stretched into a new zone. I had to believe that my failure on the first as-
signments (yes, I failed them!) was not because I couldn’t learn but that I
had to—and could—find new strategies. I also had to regulate my time and
work on the class when I was mentally prepared, and I had to reflect on my
experience to learn. Let’s talk about each one in more detail.

Bloom’s taxonomy was created in the 1960s to help teachers recognize that
all learning was not the same and happened in an upward movement. This
is a typical reproduction (source: Wikimedia.commons) of the original
“taxonomy,” which means “a scheme of classifications.” In this case, it is
classifying learning tasks.
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Later, in 2001, the model was updated to use verbs rather than
nouns and emphasize the activity of learning. (Also from Wiki-
media.commons) This configuration turns the triangle (or rhom-
bus) upside down but other versions keep it like the one above.

Analyze Evaluate Create

Apply

Understand

Remember

The important thing for you to get from this is that your instructors will
have some learning tasks at the bottom—remembering facts or concepts,
such as being able to recreate lists of information on a test, and under-
standing, such as being able to define the concepts in your own words .
However, in higher education we move higher up the taxonomy. You will
be asked to apply the learning, and then do new things with it. You will
also be asked to learn a greater volume of information for tests, in most
cases, than what you have been used to in high school.

So in a history class, obviously you will have to remember dates. Then
you will have to be able to explain or define an historical concept such as
Manifest Destiny. Then you will be asked to apply, such as “Did the con-
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cept of Manifest Destiny influence a president’s behavior?” In this case the
instructor may have never addressed that question specifically in class;
you are supposed to take the concept and compare it to what the president
did and said. Those are the lower levels, and it is possible that those will be
your major learning tasks in your first year or so of classes, although not
entirely.

However, as you progress, you will be asked to:

« Analyze (taking apart, contrasting and comparing parts): “What are

the beliefs behind Manifest Destiny and where did they come from?”

« Evaluate: Assess how a concept or practice stands up to criteria:

“Does Manifest Destiny violate the U.S. Constitution in spirit or in
letter?”

« Create: Develop a new thesis from the materials you have learned.
This is not to say you will be asked to do all six levels of the taxonomy in
anyone class; in fact, that is unlikely. But I introduce this for you to under-
stand what your instructors are trying to do. If you come into class with
the pre-conception that you will be learning lots of facts and taking tests
on them, that is only partly true. You will be expected to operate more at
the applying, analyzing, and evaluating levels.

The second theory we will examine is that of Mindset. This theory is
based on the work of Carol Dweck, a psychologist from Stanford Univer-
sity in California, and it has encouraged a great deal of research on learn-
ing. It is simple, “elegant” as some say, but also has a number of parts and
offshoots.

Learning is work, sometimes hard work. You do not learn a task primar-
ily because you are inherently good at that task; you learn it because you
work hard in the right way. Learning researcher Angela Duckworth shows
that experts—the really skilled—spend an average of 10,000 hours becom-
ing that skilled person. For example, concert musicians and professional
athletes do not approach their tasks as “I am just talented at this” and let it
slide. They constantly practice and keep working on skills.

A person with a fixed mindset does not realize this and thinks that ability
in a skill and the ability to learn that skill are inborn; you either have it

or you don’t. They take failure badly and take success almost as badly. “I
succeeded because I am just talented” and “I failed because I'll never be
any good at this.” They might not try new things but prefer to stay safe at
the things they are “good at.” They may get too much self-worth from what
they think is inborn ability or from other people’s comments about “how
intelligent Dylan is” or “how gifted Jamie is.”

A person with a growth mindset sees learning as possible and due to hard
work. He or she will try new methods to learn because they don’t see
having the skill as either “born with it or not.” Also, a person can change
his or her mindset; it would be against the theory to say someone could
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not change! Thankfully those who are trained to recognize how their fixed
mindsets are affecting them can change to a growth mindset. Finally,
children (and adults) should probably not be praised for being “smart” or
‘gifted” but instead for “working hard,” “finding new ways to do things, “
and having perseverance or endurance. (From https://mindsetonline.
com/whatisit/about/)

3

Closely tied to the idea of mindset is self-efficacy, which is “one’s belief in
one’s ability to succeed in specific situations or accomplish a task” (Ban-
dura, 1977). Self-efficacy is not just self-confidence, but is related to beliefs
regarding specific tasks. Self-efficacy is tied to success in many endeavors,
and to resilience and locus of control, which are also a large part of mind-
set. A person who believes that ability and talent are just natural and all
that matters in success—absent from hard work and using the right tech-
niques, practice, etc.—lacks self-efficacy. The mindset approach can help
college students because they will be faced with daily events that can at-
tack their self-worth and lead to dropping out, when what they often need
is to find other ways to approach learning.

For example, let’s say that on your first Biology 1107 test you earn a 56.

You say, “This is not me! I don’t 56s on exams! What is going on?” You
now have a choice. You can study exactly the same way for the next exam,
maybe just using more of it or spending longer hours at it. That might
work, and it might not. You can blame the instructor’s teaching methods.
That is not going to help, because then your only option is to drop the class,
something you do not want to do because it will become a pattern.
You can say, “I told you so; I stink at science, so I need to drop the class.”
Again, not a pattern you want to establish. You can do nothing and hope
for the best (not a good option either).

Or you can:

1. Examine your behavior in the class up to now. This is called reflec-
tion. Have you attended all your classes (that old myth that you don’t
need to go to class in college rears its head again!) Have you read the
material in the textbook outside of class? Did you come to class alert,
having slept and eaten well? Did you look at your notes after class
or go over them everyday, accumulating knowledge, or did you just
wait until the night before the exam? All of these are standard things
that college students are told to do, and it’s not because college pro-
fessors want to control your life. THEY WORK.

2. Go talk to the professor during posted office hours (and don’t expect
him or her to be there at other times) to ask for help and some ideas
for succeeding in the class.

3. Attend the tutoring services offered by the Dean of Students’ Office.

4. If your instructor offers outside of class session, take advantage of
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Active .
Experience

Experimentation

- -

Abstract

Conceptualization Reflection
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College Student

What  What is being said (and not?) What does it mean? What can I do with
(understanding) (interpretation) this information or
insight? (application)

Why  Why is this important? (value) Why should I accept his Why would I be biased

position? (logic ofhis against this position?
arguments) (questioning my as-
sumptions)
How How did the speaker get to this Could the speaker be leav- How does the speaker
position/idea/view? (is he/she ing out something? (his/ support his/her ideas?
honest about it?) her biases) (persuade us?)

So, you start by reflecting on what led up to the experience, as well as how
you felt about the low grade and even the experience of taking the exam.
What was on the test that you didn’t expect? Did you study word-for-word
definitions but the test asked you for applications? Did you memorize lists
but it asked you to put concept in your own words? Was there a whole sec-
tion of the textbook that you just skipped?

After reflecting, you have to make a plan for the next time and take action.
It may be that your problem was not the amount of time you spent, but
when you spent it and what you did during the time. For the purpose of
learning and memory formation, repetition (going over the accumulated
class notes every day or several days a week) would be better than what we
call “cramming.” Spending ten minutes a day for 21 days (three and half
hours) will be more useful than cramming for five hours the night before,
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which is time you might not have that night anyway. You do have ten min-
utes every day.

You make a plan, you commit to it, you act upon it, and then you experi-
ence it again. Is there a difference? More than likely, yes. You might not
get a 98 on the exam, but you should be able to approach the exam in a
more organized and in control fashion. And you will have a clearer idea of
how you can learn.

I have just described another theory of learning, one that I particularly like,
Kolb’s Experiential Learning Cycle. As the image shows, this model in-
volves four steps that are cycled through: Experience, Reflection, Abstract
Conceptualization, and Active Experimentation. The key part is the reflec-
tion. Many people like to say “we learn by experience” but we don’t neces-
sarily. We learn by reflecting on experience and doing something with it.

In the model, don’t let the word “Abstract Conceptualization” confuse you.
It means, in this case, making a plan for what will work next time.

Reflection is something we all approach differently. Some of us talk to
reflect (even to ourselves out loud), some write (I am a writer, but I reflect
a lot when I walk my dog every evening), and some just mull it over in our
minds when nothing else is holding our attention There is no right way to
do it, but there are some questions you should ask yourself, or some terri-
tory you should cover in reflection. In order for reflection to be useful, you
should focus on what really happened in the experience as well as how
you felt about it. You should turn the experience around and see it from
other points of view. You should ask, “Is the way I feel about it, am
evaluating it, valid, or am I just seeing one side of it?” You can question,
why and how did it happened? These are only a few questions that you
can use in reflecting. Here is a diagram of questions you can ask about a
lecture, film, or speaker.

What I mean for you to take from this is that reflection is useful for you as
a self-regulated and self-directed learner (discussed below).

Now, a few words here. First, notice I didn’t say “get a study buddy.” Study
buddies or study groups are great . . . IF. What are the ifs?

 You know that the person is a good student. While you might think
that student in your history class is cute and you want to get to know
him or her, don’t hide asking the other student out on a date behind
studying. He or she may have gotten a 48 on the exam! By a good
student I don’t just mean someone with a high grade, however. This
person needs to have good learning habits, take good notes, be willing
to engage in asking questions, and generally be cooperative.

« If you don’t commit to serious study and to trying new approaches,
such as the ones listed above. Research shows mixed results on study
groups because students use it without changing other behaviors,
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that is, they still don’t read the textbook or go over accumulated notes
every day.

« You have to realize this is a study session, not a tutoring session. You
have to bring an equal part to the session. If it’s just “I want to look at
your notes because I take bad ones,” or “I want you to explain this to
me,” you are just using the other person and not helping them.

« You need to study in a good setting, for example, one that is free of
distractions, and come prepared (laptop, textbook, paper, etc.)

 You need a plan. It can’t just be, “Well, here we are. What now?” You
can first be sure all your sets of notes are complete, and then you can
quiz each other, or think up possible questions that will be on the test.
Plan to take breaks—we really don’t study well in two-hour sessions.
The breaks should just be for bathroom and a drink of water and
stretching legs, not as long as the session itself!

A second note. Up to this point I have not used the two most important
words about learning in college. Those words are “self-directed” and
“self-regulated.” Self-directed learning is learning you choose to do, that
you are invested in and that you direct. The fact that you are in college
should say that you are self-directed, because college is not legally re-
quired—we choose to go. Now, I realize that some people go to college for
reasons other than choice (that is, someone told them they had to in order
to get some kind of reward or avoid some sort of punishment), and those
people usually are unsuccessful. I have heard of students who enrolled in
college because their parents said, “You either go to work at manual labor,
go in the military, or go to college,” and college sounded like the best of the
three. That type of student is rarely self-directed.

Self-directed also means that you choose the method of learning and you
decide when you have learned it. In this case, college cannot be totally
self-directed because, unfortunately, the college expects you to learn a cer-
tain amount and show that you have learned in order to get a degree. You
have to get certain grades and take certain courses to even stay in school.
However, you can still be self-directed by choosing the hours that you take
the classes, the professors, the number of hours of classes you take each
semester, and the subject matter of the courses.

The point is that your instructors expect a large amount of self-direction
from you, because you are an adult now and not required by law to be in
their classes. Granted, you may only be in that biology class because two
lab science classes are required for your major, but in general you have
chosen to be there.

I make this point because it relates to an aspect of self-efficacy called “lo-
cus of control.” We do better at tasks, generally, when we have an internal
locus of control rather than an external one. In other words, if I am the
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one making the choices in my life and I recognize that, my viewpoint on
learning and success will be quite different than if I think I am just being
bossed around by external forces, and therefore a victim. Locus of control
means I take responsibility for my life rather than blaming others. If I get a
ticket for going 15 miles per hour too fast in a 35 mph zone, I might blame
the fact that the police officer was “out for me.” That’s external locus of
control. If I own up to the fact it was my foot was the gas and I was going
50, that’s internal locus of control.

On the other hand, self-regulated learning is more about the actual be-
haviors you engage in as a learner. The concept of metacognition that we
mentioned earlier is key here. A self-regulated learner reflects and recog-
nizes what he or she is doing as a learner and seeks to find approaches that
will make him or her more successful (and that includes more economical
in use of time and resources). A self-regulated learner is like an athlete
who pays attention to her body and outcomes and what they are telling her
about her athletic performance.

With all this talk of self-efficacy, self-regulation, and self-direction, it may
sound like I am saying that learning is a very individualistic, “lone wolf”
kind of phenomenon. That is not what I want to communicate, only that
ultimately it does boil down, especially in college, to your own choices and
work. However, one of the best parts of college (and one of the downsides
of online classes) is that learning is social. Although Bandura originated
the self-efficacy concept, it is rooted in his social learning theory, which
states that an individual’s actions and reactions are influenced by the
actions that individual has observed in others. So, if we have self-efficacy
(also called personal efficacy) it’s not because it just sprang from nowhere
or we figured it out on our own somehow magically. It came largely as a re-
sult of accumulated social interactions and observations over the lifespan.

The good news is, though, that even reading this textbook is a social situ-
ation for learning, as are the classes you are enrolled in this semester—es-
pecially the public speaking class! College allows you to learn in the best of
situations—you can learn from others, directed and regulated by yourself.

Of course, one of those people in the situation is the class instructor, and
this brings us to the last of the theories. Go back to the beginning of this
appendix and read the quotation that starts it, from Forbes Magazine
online. (Forbes is a leading business magazine.) Mr. Llopis has put in his
own words the essence of Vygotsky’s theory called “Zone of Proximal De-
velopment,” which sounds like something from science fiction but is really
quite simple and useful.

Vygotsky claimed that we learn only when we are given new tasks that
are just outside our ability to do them. If we are given tasks to do that are
within our ability, what’s there to learn? Only when we have to stretch
outside the “zone” do we learn. Just like an athlete who will try to beat his
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last time or distance, we have to be asked to do something we cannot do
right now in order in order to learn it. The qualifier is that it cannot be too
far outside of the “zone of proximal development,” because the learner will
fail and not really be able to figure out why. Ideally, learning tasks must be
staged as a series of challenges just outside what you can currently do.

Public speaking instructors do this by making your series of speech as-
signments longer and more complicated. Your first speech will be short
and probably personal; your last speech will be much longer and involve
higher order thinking such as found on the Bloom’s taxonomy. Your his-
tory instructor in First Year U.S. History will probably not assign you to
write a twenty-page paper. If you are a history major and take the seminar
course before you graduate, you will by that time have the skills to write a
forty-page, in-depth paper with scholarly sources.

It is your instructors’ and professors’ jobs to structure the classes this way.
It may feel like the challenge is too far outside your “zone.” Sometimes, it
is; that doesn’t mean you are incapable of the challenge, only that there

are some steps in between that you need to do first. In that case, you might
need to visit the tutoring center on campus and meet with the professor for
extra help.

In my many years of teaching, I have found that sometimes a short con-
versation with the faculty member clears up a lot of matters. A student
might just misunderstand what is being asked of him or her and conse-
quently construe it into a much more difficult task than it is. At other times
a tutor or tutorial videos can fill in the gaps. This is often true with math
or science concepts that are not that difficult but were missed in your high
school education for some reason. The key is not to give up when the task
seems right outside your reach. Your “arm” is longer than you think. Al-
though we really can’t make our arm longer, we can build synapses in our
minds that connect neurons and lead to learning.

This part of the appendix has attempted to explain and inspire. By under-
standing what really goes on in the learning involved in “higher education,’
you will have more tools to reflect on and regulate your learning. I have
emphasized that learning is hard work and should be. That does not mean
college is all drudgery. You have a unique opportunity to get to know really
smart and interesting people in your classes who also want to learn, and

in many cases they will be going into the same fields you are, so you have
built-in networking colleagues. College is about gaining what is called “so-
cial capital” (networks of friends and relationships that you can draw upon
later in life) as well as intellectual capital. Instead of coming into class,
hiding in the back of the room, burying yourself behind your cell phone
until the instructor starts class, turn to someone and say, “Hello. My name
is...What did you think about...?”

M
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Part 3: Reading Your Textbooks and Other Re-
sources

College Reading

Many people do not realize that we read at different rates for different pur-
poses. For instance, if we are looking for an answer to a question, we scan
very quickly through the material to find the answer, and once the answer
is found, we move on to something else. When we are reading a magazine
for pleasure, we most likely read it quickly, skimming through the material
and slowing down in sections that are especially interesting to us. We are
reading for understanding, but we do not intend to memorize the material
for a later date.

In college reading, we have to read slowly with an intent to remember what
we have read because we know we will be tested on the material in the
future. The most popular method of college reading uses a system known
as SQ3R — Survey, Question, Read, Recite, Review. This system has been
used since WWII when it was created by Francis Pleasant Robinson from
Ohio State University and is the most popular method for study reading
used today.

The Survey step of SQ3R is be used to familiarize yourself with a new book
or just a chapter of a book, depending on your goal. If you are looking at
an entire book, you want to review the table of contents to see what the
chapters are about. Many texts have two tables of content, one is general
and short, and the other is detailed. The detailed one will give you the best
overview of the text.

Next, look to see what else the book has to offer. Does it have an index? A
glossary? Appendices of supplemental information? Self-tests throughout
the chapters or at the end of each chapter? Lists of important terminol-
ogy for each chapter? Terms defined in the margins? Terms defined in a
single glossary or after each chapter? Boldface printed terms within the
chapters? An introduction to each chapter? Objectives for each chapter?
A summary or outline at the end of each chapter? Knowing what your text
has to offer can help you devise a study plan for your reading that will be
effective as well as giving you an idea as to what the text and the course
will cover. Having this information allows you to start reading with back-
ground information which improves your concentration and focus, and
your comprehension of the material.

When you use the Survey step of SQ3R to survey a single chapter, you
want to look for and skim the chapter’s objectives and introduction. Then
focus on the words in boldface print that divide the chapter into sections
and emphasize the terminology. Browse the pictures, graphs, and charts
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and read their captions to see what examples are given of the information
being presented. Look for a summary of the chapter at its end.

Once you have skimmed over for all these aspects, you will have created
background information so that when you begin reading, you are not going
into it cold, and you have improved your ability to focus and concentrate
on the reading as well as comprehend it. This entire step should only take
about ten minutes because you are skimming through the material to fa-
miliarize yourself with its contents.

Once you have finished the “S” and surveyed the chapter, you want to cre-
ate questions related to the information that you can answer after reading.
Basically, you want to be able to identify the main points the author is
trying to get across to you. A simple way to do this is to take the boldface
printed subtopics and turn them into questions. For instance, in chapter
one of this text, the first section on page eight is already in a question for-
mat for you. You just have to read to find out what public speaking is. The
second section on page nine is not in question format, but you can form

a question out of it, such as “Why does public speaking produce anxiety?”
Once you have the question, you can read to find the answer which will
give you the important information in the section.

The third step of SQ3R is the Read step which goes hand-in-hand with the
question step, and as you will see shortly, with the Recite step. Your goal in
the Read step is to read actively and answer each of the questions you have
formulated from the section headings. Pause after each section and ask
yourself, “What have I just read and does it answer my question?” If you
find you have understood the section, go back and highlight the key words
and phrases that answer your question.

When you pause and highlight, you are in effect, reciting the information
and entering the Recite step of SQ3R. Since repetition is the key to remem-
bering what you have read, this step is very effective. To further your com-
prehension and memory of the information, summarize it in the margin

of your book. If you find you do not understand or cannot recite what you
have read, you will have to refocus and reread. Perhaps you became dis-
tracted as you were reading or started daydreaming or maybe the material
is so foreign to you that you must reread it to comprehend it. Whatever the
reason, it is important that you understand the section before moving on
to the next section. This Recite step, coupled with repetition, is important
if you want to build neural pathways to keep the information in your brain.

The last step of SQ3R, Review, is completed after you have read and high-
lighted the chapter in its entirety. This step can be done in different ways
depending on your learning style. If you are an auditory learner, you will
want to read over your high-lighted information aloud because your hear-
ing ability is your strongest learning sense. If you are a visual, tactile, or
kinesthetic learner, you will want to write out (tactile, kinesthetic) the in-
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formation on paper to reread (visual). Maria Montessori, who created the
Montessori schools, stated, “The hands are the instruments of man’s intel-
ligence.” In essence, she believed that the hands were directly connected to
the brain, so writing out the highlighted information is particularly effec-
tive to use for further review. You could write out the information and then
study it aloud, too. This would incorporate all of your senses and bombard
your brain with the information, making it more memorable.

The Review step must be repeated at periodic intervals because only
through repetition will you build neural pathways for the information that
will allow you to remember all that you have read and studied. Once you
have achieved comprehension of the material, repetition and review are
necessary if you want to be able to pass a test on what you have read. SQ3R
promotes meaningful reading and test preparation which results in higher
course grades.

Concentration

Concentration is essential when reading college textbooks and studying for
exams. Poor concentration is more the result of a lack of internal direction
than it is the result of external direction. You must have a positive attitude
and be prepared to be actively involved with the materials you are reading
and/or studying. Self-testing or reciting as in the recite step of SQ3R is
crucial.

When trying to improve your concentration, keep the following in mind:

« The greater your interest in a subject, and the stronger your purpose
or motivation in reading, the deeper your concentration will be. Many
times the preview step in the SQ3R system can perk your interest in a
subject or help motivate you to learn more.

« The ability to concentrate must be acquired. It takes effort and prac-
tice. You want to read and study with an intent to understand and
recall.

« Make sure you are working in a proper environment. Have good
lighting, a suitable noise level with minimal distractions (put your
phone away), plenty of air, and comfortable clothes and seating. Only
you can drive away distractions. If you have something pressing on
your mind that you need to take of first, do so, so you can concentrate
on the work at hand.

« Have a well-defined purpose in reading. Think—why am I reading
this?

« Do not try to concentrate when you are very tired. You will be wasting
your time and become discouraged when you can’t recall what you
have just read or studied.
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« Find the time of day when your mind is most active and receptive to
do your serious reading and studying. Reading at the same time in
the same place every day will help you to form a reading and studying
habit that will increase your powers of concentration.

« It helps to take a “thinking break” after each paragraph or chapter
subheading. In SQ3R, this is when you recite the main points of what
you have been reading. If you can’t recite the main points, perhaps
you were not concentrating.

Again, reading a college textbook is a different process than thumbing
through a magazine or reading your favorite novel. Using the SQ3R meth-
od and seeking to improve your concentration will make the time spent in
reading your textbooks more worthwhile.

Part 4:; Effective Memorization

Effective Memorization

Many students tend to be able to recognize information, but not recall in-
formation. They frequently think that when they cannot recall a correct an-
swer that they have forgotten it, when in reality, they never really knew the
information, they could only recognize it. Recognition occurs when you are
able to arrive at a correct answer after you have been given a number of
answers to choose from, such as in a multiple choice test. Recall involves
remembering information without any choices or cues; that is, without the
aid of recognition. Essay questions and even short-answer questions put
an emphasis on this skill.

Thus, do not study just to recognize information; study to recall informa-
tion. In addition, you should always ask your instructor what kind of test
you will be taking. Is it objective, meaning multiple choice, matching and
true/false, or is it subjective, meaning short answer and essay. Knowing

what the test will entail will aid you in studying the information correctly.

General Principles:

Intend to remember. Tell yourself you will recall this information because
you want to remember it.

Learn from the general to the specific. In essence, build a framework or
create context first. Superior, Erie, Michigan, Huron, and Ontario mean
nothing if you don’t identify them as the Great Lakes first.

Make the information meaningful by creating associations. Create a
concept map of the main points and supporting details of what you have
read or are trying to remember. Concept maps show the relationships be-
tween ideas and make memorization easier. They also allow you to create a
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“picture” of what you are learning. Pictures are easier to recall than lists of
words or outlines because they allow you to visualize the information. In
addition, when you try to remember lists or outlines, you have a tendency
to recall the beginnings and the endings and confuse the information in
the middle. An example of a concept map is on the next page.

Study actively. Look for answers, recite the material aloud, create flash-
cards, or write notes, and test yourself.

Recite and repeat, the more often the better. Overlearn the information.
This means once you think you know the information, test yourself one
more time.

As with increasing your concentration, reduce interference. Find a place
to study where you won'’t be distracted. Turn off your phone and put it out
of sight.

Keep a positive attitude. Find something that connects you to the informa-
tion or motivates you even if you think the subject is boring. Tell yourself
you will learn this information because you need to pass this course in
order to fulfill your goal of graduating.

Space your studying. Distribute your learning over hours or days. Study-
ing a little at a time is more effective than cramming,.

Use all of your senses. Look at it, say it, listen to it, talk about it, and write
it. Use the material in as many different ways as you can. Create flashcards,
concept maps, timelines, charts, short lists, summaries, and self-tests.

Group items in groups of seven or less. For instance, your social securi-
ty number is ten digits, but you tend to recall it in three parts or groups
(i.e. 123-45-6789). We tend to remember seven groups of information at a
time.

For information that is difficult for you to recall, use a mnemonic device.
For instance, make up an acronym, a rhyme or song, or an acrostic. These
are described below.

Acronym: The word scuba is an acronym that stands for Self, Contained,
Underwater, Breathing, and Apparatus. The word homes stands for the
Great Lakes: Huron, Ontario, Michigan, Erie, and Superior. SQ3R is
another acronym: Survey, Question, Read, Recite, and Review. These are
popular acronyms, but you can make up your own acronyms by taking

the first letter of each of the words you want to recall and making a new
word to use as a memory tag. Absurd and silly words are especially easy to
remember.
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Suppose you needed to remember the six listening faults: daydreaming,
closed-mindedness, false attention, intellectual despair, memorizing, and
personality listening. You would take the first letter of each meaningful
word; in this case, D, C, F, I, M and P and create a new word or phrase,
such as PC DIMF or DC PIMF. The word or phrase doesn’t have to make
sense, it just has to be memorable. When you have your test in hand, take
a moment to write down PC DIMF in the margin. When you come to the
question that deals with the six listening faults, you will have a memory tag
all ready to aid your thinking. If the list of items to be remembered has to
be in order, you will be limited in what you can create, so you might want
to create an acrostic instead.

Have you ever noticed that when a song comes on the radio or TV, you can
easily recall the words? Create a jingle or a song of concepts to aid your
memory. Perhaps you are familiar with the jingle:

Thirty days has September, April, June and November. All the rest
have 31 except February, it’s a different one. It has 28 days clear,
and 29 each leap year.

An acrostic is another effective memory device. A popular one you may be
familiar with is “My Very Educated Mother Just Served Us Nine Pizzas.”
This acrostic, which is a sentence using words with the same first letter as
the words you are trying to recall, is a clue to the planets in order from the
sun: Mercury, Venus, Earth, Mars, Jupiter, Saturn, Uranus, Neptune, and
Pluto. The six listening faults could also be recalled using an acrostic. For
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instance, I may call proper friends daily. I for intellectual despair; M for
memorizing; C for closedmindedness; P for personality listening; F for
false attention; and D for daydreaming.

Keep in mind that mnemonic devices should not be overused. They are
intended just for information that is difficult for you to recall. Many times
people will recall the mnemonic device they used years after memorizing it,
but not be able to recall what it stands for. Roy G. Biv is a popular acronym
that many people recall, but don’t remember that it stands for the colors

of the rainbow in proper order; Red, Orange, Yellow, Green, Blue, Indigo,
and Violet. Thus, limit the number of mnemonic devices you use when you
are studying.

Part 5: Test Anxiety/Speech Anxiety

All students experience some test anxiety — a fear or worry about having to
take a test. When the anxiety is normal, it raises your alertness and is pro-
ductive. When the anxiety is severe, it can cause mental interference which
will make concentration difficult and make you easily distracted. It also
can produce physical symptoms, such as restlessness; “butterflies in the
stomach”; accelerated heart beat and/or breathing; nausea, sweaty palms
and a headache, among other symptoms.

The worst part of severe test anxiety is that it causes a mental block which
makes it difficult to focus on the task at hand and remember all the infor-
mation you have studied. If you are very anxious about a test and have
studied effectively, you can still do poorly on the test if you are unable to
control your anxiety.

The most important step to take to control anxiety is to be prepared. You
need to self-test and practice the information repeatedly to make it your
own. You also need to keep your perspective and not let your emotions
interfere with logic. Consider why you are anxious. Are you anxious and
afraid because of self-defeating thoughts? If you think you will do poorly,
you are setting yourself up to do just that.

You must keep a positive attitude and talk to yourself. Say, “I have studied
for this test and even though I may not know all the answers, I do know
most of them, so I will earn a good grade;” or in the case of a speech, “I
have researched this speech effectively, and I have practiced this speech
numerous times in front of my friends and family, so I will be able to
deliver it successfully in class.” Use your imagination and visualize your-
self being successful. See yourself acing the test or delivering your speech
calmly and in control. Imagining yourself successful in a situation sets you
up to be successful as long as you have completed all the requirements to
be successful, i.e. studying and practicing.
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The last technique to controlling text anxiety is to learn to relax. If you
find yourself breathing heavily and upset about the test or speech, take a
little time and count your breaths for a minute. A breath is considered one
intake and one outtake. Next, slow down your breathing and count your
breaths again. The fewer breaths you take, the more your body will slow
down. If you are anxious, you are probably taking fifteen to twenty breaths
per minute; whereas, if you are relaxed, you can limit yourself to three or
four breaths per minute without holding your breath. This little exercise
can help you focus and relax before you take a test or give a speech, or
during a test if you find your anxiety is worsening,.

Another exercise you can practice consists of starting out in a comfortable
position. Loosen your clothing if necessary. Then, beginning with your
toes, tighten your muscles to the count of ten, and then release them from
the tension. Next tighten your muscles in your feet, again to the count of
ten and release. Continue moving slowly up your body, tightening and
releasing. As you are doing this, breathe deeply and slowly. This is a good
technique to use on test or speech day before you get to class or just after
you arrive. This technique can be used whenever you feel yourself becom-
ing anxious, when you can’t sleep at night, or as a refresher between study
and practice sessions.

If you find your mind is blocked during an exam or just before you are to
give your speech, close your eyes, take a long, deep breath and let it out
slowly. Concentrate on your breathing, so that you can feel and hear your-
self breathe. Don’t allow yourself to worry about the exam, speech, time, or
tension. Repeat once and then return to the test or ready yourself to give
your speech. Keep in mind that being able to make your mind and body
relax takes practice, so try these techniques in non-anxious situations. As
you become comfortable with them, try them in anxiety-producing situa-
tions.

Part 6: Test-taking

In many classes, the large part of your grade, and thus your success, will be
from high grades on exams. These pointers will walk you through prepar-
ing and taking exams.

The first step to test-taking is to study. If you are prepared for the test, you
will be less anxious and more apt to score a high grade. What should you
study?

Key terms, definitions and examples: It is not enough to know the termi-
nology and what each new vocabulary word means. You need to be able to
provide an example or explain how the word fits into the subject you are
studying.
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Enumerations or lists of items: Lists of items make excellent test ques-
tions, especially the kind that read, “All of the following are related EX-
CEPT...” These questions demand that you know the entire list and be able
to identify the one item that does not apply.

Points emphasized in class: If your instructor repeats a concept in class
several times for emphasis, he is giving you a clue that you will see that
concept on a test. Study it and know it.

Reviews, study guides, flash cards, PowerPoints: Many instructors pro-
vide tools to increase your learning and help you study. If your instructor
provides reviews, study guides, PowerPoints and/or flashcards, use them
to your advantage. This is information your instructor has designated as
important to know.

Questions from quizzes and textbook chapters: If your instructor admin-
isters regular quizzes on the material, save the quizzes for future study.
There is a good chance you will see those questions or similar ones on the
midterm or final. Many textbooks offer questions at the end of each chap-
ter. Ask your instructor if studying these questions would be beneficial or
not.

General Tips for Studying for Exams

Get a good night’s sleep. If you are tired while taking the exam, your focus
will be weak, and you are more apt to make mistakes. Being well-rested
will make you more alert during the exam.

Don’t cram. Schedule regular study times. The optimum way to study is to
review the information you have read in your text and heard in your class
on a daily basis. This can be just a quick reading through the information,
but the repetition will make the concepts stick in your head. If daily is not
feasible, schedule time to study your text and class notes on the days the
class meets at a minimum. Looking over your notes as soon after class as
possible increases your memory of the material and gives you the oppor-
tunity to clarify what you have written. Studies have shown that the longer
you wait to review your notes, the more you will forget. In fact, you can
forget half of what you have learned in just an hour if you don’t review!

The week before the test, you will need to schedule daily study times.
Break up the information into workable parts. Study part one the first
night. The second night review part one and study part two. The third
night review parts one and two and study part three. Continue studying in
this way to keep the information fresh in your mind for test day.

In addition, take breaks while you are studying. When you come back from
your break, review the material you were focusing on before the break and
start studying the new material. Break, review, study provides many be-

ginnings and endings to your studying which is beneficial because we tend
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to remember the beginnings and endings of information and fudge up the
information in the middle.

Take your books, pens, pencils, paper, etc. to class. In short, be prepared
to take the test. Responsible college students have the necessary equip-
ment to succeed in school ready every day, not just on test days. In addi-
tion to showing responsibility, having what you need with you provides a
feeling of confidence because you are ready.

Be on time for the exam. It goes without saying that being on time to class
shows respect to the instructor and your other classmates. Being on time
also allows you to be more relaxed for the test. Rushing in late and worry-
ing about whether you will have enough time to finish the test will weaken
your focus and concentration.

Sit in a quiet spot and don’t talk about the material. Every exam day, you
will find a group or groups of students hurriedly trying to make themselves
remember the concepts they should have been studying all along. They
tend to be frenetic as they ask each other questions and look up answers

in the text. You have studied and the information is all in your mind. Don’t
sit near these folks and join in their frenzy. Keep to yourself. You have put
the material in your mind in a logical fashion and don’t need to upset your
thinking by talking with these students.

Read all of the directions on the test carefully. Just because the questions
appear to be the usual multiple choice or true and false doesn’t mean you
are to answer them the usual way. Sometimes instructors want pluses
and minuses instead of trues and falses or T’s and F’s. If you answer the
questions using a method different from what the directions state, your
answers will be incorrect.

Budget your time. Don’t spend so much time on a single question that you
can’t finish the test. Mark the troubling question and come back to it if and
when you have time.

Ignore those people who finish before you do. You are not in a race. Stu-
dents who finish quickly either really know all the information or don’t
know any of the information. You may not know all of the information, but
you will know most of it because you studied. Use your time wisely and
review your test if you finish before time is up to make sure you haven’t
made any “stupid mistakes.” Use all the time you are given.

Answer the easy questions first. Answering the easy questions first tends
to build your confidence as you proceed through the test. In addition,
these questions may provide clues to the more difficult questions.

Mark the troublesome questions so you can look at them again later.
Many times troublesome questions become clearer after reading and
answering other questions on the test. Just be sure to keep track of the



Exploring Public Speaking 362 Appendix B: Succeeding as a
College Student

questions you have deemed difficult, so you can go back to them later. It
is usually wise to select an answer to those difficult questions before you
move on just in case you don’t have time to return them.

Answer all the questions. If you leave a question blank, it is wrong. Guess
if you don’t know the answer. A guess at least gives you a chance at getting
the question correct.

If you don’t understand the question, state the question in your own
words. If this doesn’t clarify the question, ask the instructor for clarifica-
tion. You can’t answer a question you don’t understand.

Always review your answers before handing in your test. However, do
not change any answers unless you are certain you have made a mistake
and answered incorrectly. Perhaps you accidently marked the wrong letter
choice, or you misread the question. In these instances, changing your an-
swer is wise. Otherwise, your first inclination is usually the right answer.

Additional Tips for Multiple Choice Questions

Use process of elimination. Read all of the choices and cross out those
choices that are definitely false or incorrect, and choose from the answers
that remain.

If unsure of an answer, even after using process of elimination, pick one,
so you have an answer on your test, but mark the question to come back to
later. This way, if you run out of time, you will still have an answer and not
a blank.

Watch for qualifiers, such as, all, most, some, no, always, usually, some-
times, never, great, much, little, more, equal, less, good, only, bad, is, is
not. Keep in mind that few things in life are always or never, so phrases
such as, most of the time or rarely are more acceptable answers.

If one answer choice is a paraphrase of another answer choice, both choic-
es are incorrect.

Additional Tips for Matching Questions

Read all of the items to be matched to understand the possibilities. Fill in
all the matches you are sure of and then go back and choose answers for
the difficult ones. Make sure you note which answers you have used, so
you can keep track of what you are doing.

Additional Tips for True and False Questions

Watch for qualifiers, such as, all, most, some, no, always, usually, some-
times, never, great, much, little, more, equal, less, good, bad, is, is not.
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Keep in mind that few things in life are always or never, so phrases such as,
most of the time or rarely are more acceptable answers.

If any part of the statement is false, the entire statement is false.

Additional Tips for Essay Questions

When studying for an essay test, anticipate probable questions beforehand
and create outlines for the answers for memorization.

Read the questions carefully and answer what is being asked. Often essay
questions consist of several questions in one. Answer all of them.

Jot down a brief outline in the margin before writing out your answer, so
your answer is clear and organized.

Write a clear, organized essay. Begin by paraphrasing the question. Then
introduce your main points and supporting details. Remember, each main
point must have supporting information. Use transitional words, such as
first, second, next, then, however, finally and also to connect your ideas.
Last, be sure to proofread your essay answer for errors and legibility.

Part 7: Avoiding Plagiarism

Plagiarism in a problem in many classrooms. It is a problem for students,
since plagiarizing robs them of learning opportunities and can get them in
serious trouble. It is a problem for teachers, since it leaves them unable to
tell how much a student really knows and causes them to have extra ad-
ministrative work to deal with students who plagiarize.

Unfortunately, it is also common. Some researchers estimate rates of
cheating in undergraduate classrooms at over 80% (McCabe et al., 2001a,
2001b; McCabe & Trevino, 2002; Dawkins, 2004; Callahan, 2004; Whit-
ley, 1998). This statistic includes other types of cheating, but we can de-
duce from it that plagiarism is common. And some researchers say that
committing plagiarism in college can be a predictor of dishonesty in the
workplace later in life (Hilbert, 1985; Lucas & Friedrich, 2005). Failing
an assignment or a class is a bad consequence, but if this sort of behavior
continues, it can ruin one’s career.

One reason that plagiarism is such a problem is that students don’t have a
good understanding of what it is. Although students may articulate some
understanding of plagiarism, and that it must be avoided, they do not
understand the purpose of citation itself. They may only think of it as a
required convention of academic writing, rather than as a means of learn-
ing and contributing to an ongoing accumulation of knowledge (Lofstrom,
2011).
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Some researchers have found that students feel confused by the rules, and
express fear that they may accidentally fall into plagiarism even when
trying not to, or even to accidentally echo a phrase previously encountered
and mistake it for their original thought (Ashworth, Bannister & Thorne,
1997). This is consistent with other’s findings that students cannot identify
plagiarism when given examples, do not know how to paraphrase and cite
(Marshall & Garry, 2006; Yeo, 2007; Pecorari, 2003).

How do we teach about plagiarism?

The good news is that simply educating students about plagiarism helps
reduce it (Landrau, Druen & Arcuri, 2002). But, a complicating factor in
the public speaking classroom is the confusion that exists for some stu-
dents about citation standards in verbal communication (Holm, 2002).
Some students who may exhibit appropriate citation behaviors in written
assignments fail to do so in speeches.

In a recent study (Mendes, 2017), student respondents on a plagiarism
survey indicated some interesting things about their understanding of pla-
giarism. First, many respondents specifically used the terms “stealing” or
“theft” and “words.” The implications of this usage are that these students
focus specifically on others’ words, but not necessarily on thoughts, ideas,
or conclusions. However, another significant minority of students used
“thoughts” in their answers, indicating a more thorough understanding of
citation requirements. Another important group of words that came up in
the study was “knowing,” “intentional,” or “purpose,” indicating that pla-
giarism behaviors are always intentional (and that perhaps unintentional

plagiarism does not count).

Below are a series of activities that will help you reach a better understand-
ing of some important ideas about plagiarism:

« How to use quotation marks.

« When and how to paraphrase.

« How to cite information from multiple sources.
An important thing to remember about quotation marks is that you
shouldn’t use very many. Unless there is important technical language, a
direct quote you need to reference, or a significant phrase, it is better to
paraphrase the information you use, rather than directly quote it (more
on paraphrasing later). If you are quoting something, the a proper citation
should include the quoted material and a parenthetical citation (Author’s
last name, Year of publication). Anytime you are going to use more than a
couple words in the same order as the reference text, go ahead and add the
quotation marks — but ask yourself if you could rephrase the idea so that
you use different words. DO NOT just leave off the quotation marks!

Paraphrasing is when you take the information from a source and put it
in your own words, usually be combining it with information you already
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know, or by explaining how the information is relevant to the topic you are
writing about. It can be more difficult that you expect, because sometimes
once you have read the original author’s phrasing, it is hard to think of a
“better” way to say it. Think instead of how you will be telling us something
about the information — why is it important, how it relates to your topic or
argument, whether it agrees or disagrees with other information in your
speech.

Read the following passage, and from the information provided, take 1
quotation and 2 paraphrased sentences:

Cricket will be joining the crowded U.S. professional sports land-
scape as part of a $70 million licensing agreement between the
United States of America Cricket Association (USACA) and Penn-
sylvania-based Global Sports Ventures, LLC. The move is a signif-
icant first step in growing the popular sport in the U.S., which has
the second highest viewership of cricket in the world behind only
India. More than 1.4 million people in the U.S. watched the ICC
World Twenty20 competition won by West Indies earlier this year.

Cricket was a popular American sport before the Civil War, with
rules that were formalized by Benjamin Franklin in 1754. George
Washington played cricket in Valley Forge, Pennsylvania, in 1778
and the first international competition in any sport was actually
a cricket match between the U.S. and Canada, according to the
USACA. The multiyear licensing agreement means a franchised
Twenty20 (T20) professional league will be established within
the next year or so. There are ongoing talks about the number of
teams, the cities in which they’ll be based, they facilities in which
they’ll play, and the creation of player contracts for both men and
women (Matuszewski, 2016).

Sometimes you will be combining information from more than one source
in one paraphrased statement. Using the 2 passages below, write a sen-
tence that contains information from both in paraphrased form.

What happens, though, when a child with talent and enthusi-

asm has nowhere to play? The U.S. only has one purpose-built
ICC-certified cricket ground, at Central Broward Regional Park

in Lauderhill, Florida. In 2015, the Cricket All-Stars, two teams
captained by Sachin Tendulkar and Shane Warne, two of cricket’s
best-recognized names, played three exhibition games at Citi Field
in New York City, home of the New York Mets, Minute Maid Park
in Houston and Dodger Stadium in Los Angeles, two other base-
ball venues, using drop-in cricket pitches for games of 20 overs a
side. (Kakade, 2017)

An Indian-American cricket enthusiast has announced plans to
build as many as eight cricket stadiums across the US at an es-

College Student
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timated cost of $2.4 billion to professionalise the game in the
country. The eight proposed stadiums, each having a capacity of
26,000 people in New York, New Jersey, Washington DC, Georgia,
Florida, Texas, Illinois and California, would create as many as
17,800 new jobs in the US, said Jignesh (Jay) Pandya, chairman of
Global Sports Ventures (Press Trust of India, 2017).

Hopefully, this practice exercise has made it easier to understand when
and how to cite, paraphrase, and combine sources. Your instructor can
answer other questions you have.
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Appendix C: Public
Speaking Online

As we were looking toward this revision of Exploring Public Speaking, we
realized that one area of public speaking that our readers might run into is
“speaking online.” Although traditional face-to-face public speaking has a
2500-year history and thousands of research articles to support it, speak-
ing online is a relatively new procedure. This appendix will attempt to give
some guidelines for this new mode of public speaking, gleaned mostly
from business communication sources such as the Harvard Business Re-
view. The websites we used to compile this appendix are given at the end
of it.

All online speaking is not created equal. You might take an online class
that requires you to send a video of yourself giving a speech for a grade.
You might be participating—or leading—a “webinar,” which is a meeting or
presentation over the Internet using a tool such as Blackboard Collaborate,
Citrix, GoToMeeting, Adobe Connect, or one of many other webconferenc-
ing tools. These have become very common in the educational and busi-
ness world because they save a huge amount of money—employees, stu-
dents, and learners can meet without having to travel to another location.

With this growth in popularity, we have a growth in problems and com-
mon behaviors, or misbehaviors, in webconferencing and thus online
“public speaking.” Much of the advice on webconference public speaking
comes as antidotes to the worst practices that have developed in them,
which are:

1. the audience’s multitasking (and thus not fully attending to the we-
binar)

2. the audience’s being bored to death and going to sleep (which I con-
fess to)

Both of these conditions come from the fact that the communication is
mediated and that in many cases the speaker and audience don’t see each
other. Even when the participants use their web cameras (which doesn’t
always happen), the screen is often covered with a slide and the speaker is
invisible. Therefore, the speaker has to depend on something else to ad-
dress the temptation to multitask or nod off.

Preparation for Online Speaking

First, recognize that this is a different type of venue. You have two main
tools: your voice and your visuals (slides).
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If monotone and monorate speaking is horrible for face-to-face speaking,
it is truly the “Kiss of Death” for web speaking. The key word is “energy”—
an energetic voice has variety and interest to it. Since we tend to have a
lower energy level when we sit, some experts suggest that web conference
speakers stand to approximate the real speaking experience. This sugges-
tion makes sense. As we have mentioned repeatedly through this book,
preparing means practicing your speech orally and physically, many times.
Audio-recording yourself during your practice on your smartphone or oth-
er device is a good first step, followed by critically and honestly thinking
about whether your voice if listless, flat, energy-less, and likely to induce
snooziness.

Second, your visuals. Most of us are tempted to put far too much text and
too many graphics on the slides, and since the slides are the primary thing
the audience will see (rather than your full body), the temptation is even
stronger. As one expert on web speaking suggested, if your presentation in
the workforce is likely to be graph, data, and information heavy because
it’s all information the audience must know, send the information in a re-
port ahead of time. We’ve mentioned before that speeches are not good for
dumping a great deal of information on audiences.

Therefore, keep your visuals simple. They do not have to have lots of clip
art and photographs to keep attention. One rule business speakers like to
use is the “10-20-30: rule: No more than 10 slides, no more than 20 words
on the slides, and no font smaller than 30 point.” Using 30 point font will
definitely minimize the amount of text. Inserting short videos and plan-
ning interactivity (such as polls, which the software supports) are also
helpful.

Also in the realm of preparation, avoid two other problems. Since some
of your presentation might be visible, be sure your background is “right.”
Many people perform webinars in their offices, and let’s be honest, some
offices provide backgrounds that are less than optimal. They are either
messy and disorganized or have distracting decorations. In other cases,
you could be sitting in a neutral place with a blank wall behind you, but
that setting can have its own issues. One writer talks about a speaker who
wore a white shirt against a white background and almost disappeared.

It goes without saying that the web speaker must be master of the technol-
ogy, not be mastered by it. Technology messes up. That is a fact of life. One
of the sources for this appendix was an archived video of a webinar about
web speaking by an expert; during the webinar, his Internet connection
was lost! Even if the connection is strong, the speaker must know what
buttons to push on the software. For this reason, it might be a good idea to
have an “assistant” who handles the technology and makes sure it works
so that you can focus on the communication.

Experts give a few other preparation tips:
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1. Make sure you will not be interrupted during the webconference.
This can be extremely embarrassing as well as ineffective. You have
probably seen the priceless video from the BBC of an interview with
an expert on Korea. His children photobomb the interview and then
the mother tries to clean up the damage. It is hilarious, but the same
situation won’t be for you. Lock the door, put a big sign on the door
not to be disturbed, and turn off the phones.

. Have notes and anything else you need right at hand.

3. If you can be seen, be seen—use the technology to your advantage so

that you are not an entirely disembodied voice talking over slides.

N

Finally, in preparing, think humor. Humor is a great attention-getter (see
Chapter 77 on factors of attention). Cartoons, short videos, funny anecdotes,
and visual humor can help you work against the audience’s temptations to
multitask or daydream in a webinar. There is a limit and it should be taste-
ful and relevant, but humor might be one of your best allies. Plus, it might
increase your own energy level and fun with the webinar.

During the Web Speech

One of the helpful suggestions from the business writers used for this ap-
pendix was to start on time. This might seem obvious, but if you have ever
been in an online meeting or webinar, it’s harder said than done—mainly
because participants log on at the start of the meeting rather than early
and it takes a while for the technology to kick in. Therefore, one suggestion
is to have a “soft” introduction for the punctual and a “hard” opening for
the late-comers. The soft intro could be the fun, attention-getting one (vid-
eo, interactivity) and the hard one the “this is why the topic matters let’s
get down to business” opening.

It goes without saying that you as the speaker should be online well before
the beginning of the meeting, and ready to go technology- and presenta-
tion-wise.

Web speaking is often scheduled for a longer period of time than a face-
to-face speech, which does not add to attention level of the audience. For
this reason, your presentation should include time for questions and input
from the audience. However, this should be planned at intervals, perhaps
between main sections of the speech, so that the audience isn’t interrupt-
ing at inconvenient times.

Going deeper, perhaps we should ask the fundamental question of purpose.
What is your intent in this webinar speech? To educate? To persuade/

sell? To contribute to or facilitate a decision? Something else? Everything
else you do comes from that intent or purpose, just like your face-to-face
speech comes from the specific purpose speech. What do you really want

to accomplish from this meeting?
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The other fundamental question is about your audience. Who are they?
Where are they? In fact, in some cases the audience is in a different time
zone! And that really matters in how a listener responds.

Other experts suggest the following:

1. Along with standing up for your presentation, smile. People can hear
a smile even when they don’t see you.

2. Your anxiety does not go away just because you cannot see everyone
in your “web audience.” Also, you might not have ever met the peo-
ple to whom you are speaking. Be aware of the likelihood of anxiety—
it might not hit until you are “on air.” As Ron Ashkenas says, “Anxi-
ety in speaking is like static on the radio.”

3. In your use of periodic questions, be specific. The typical “Any ques-
tions?-pause- let’s go on” is really pretty ineffective. First, it’s not
directed or specific, and second, people need time to formulate their
questions and articulate them. Even saying, “What questions do you
have?” is better, but even better is to ask specific questions about
what you’ve been addressing. Many times you can forecast possible
questions, and use those.

4. Remember the power of transitions. Many people think that slides
don’t need transitions because, well, they change, isn’t that enough?
No, it’s not. The speaker needs to tie the messages of the slides to-
gether.

5. Verbal pauses can be helpful. Since one of the things that put audi-
ences to sleep is continual, non-stop flow of words, a pause can get
attention.

6. Look at the camera, not the screen. You will appear more profession-
al in those cases where the audience can see you.

Ending

As mentioned before, webconferences and webinars can go long—don’t let
it. End on time. Allow participants to email you questions if needed, but
don’t take advantage of people’s time by entertaining questions longer
than the scheduled time. Software allows for recording and archiving, so
the audience should know how to access the recording.

Speaking for an Online Class

This writer teaches an online business communication course where she
requires either a face-to-face (if possible) presentation or one done online.
In these cases, instructors usually want the presentation given in front of
a live audience of a prescribed number of people and/or in a venue like a
classroom (not the student’s living room). Many public speaking instruc-
tors do not believe this option is as good as an in-class speech, but if you
are in this situation, here are some tips.
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1. Film your whole body—not just your head and shoulders.

2. Do tech walk-throughs and make sure your camera is working well
and picking up your voice.

3. Make sure you can get the recording to your instructor. You probably
will not be able to just send it through email because the file will be
too big. You will have to post it to the cloud in some manner.

4. Wear appropriate clothing. Not being in class may tempt you to wear
something too informal. This might be an opportunity to go a step
beyond in your clothing. Make sure, also, that it looks good on cam-
era in terms of color and lighting in your setting.

5. Along that line, since you probably won’t have professional lighting,
get the room as bright as you possibly can, but do not point the cam-
era in the direction of a bright light. The light should be coming from
behind the camera.

Conclusion

As mentioned before, this subject is an evolving one. These tips and tactics
should help not just avoid the major problems but also cross the finish line
into an effective presentation.

Links that might help with this topic:

https://www.inc.com/kevin-daum/10-tips-for-giving-great-online-pre-
sentations.html

https://www.cbsnews.com/news/how-to-give-a-killer-online-presenta-
tion/

http://performancesalesandtraining.com/great-online-presentation/

https://blog.cengage.com/five-guidelines-for-effective-online-presenta-
tions/

https://www.forbes.com/sites/kathycaprino/2013/05/28 /how-to-bypass-
the-5-worst-mistakes-in-online-presentations/#7cb1e71b3361

http://planyourmeetings.com/10-tips-effective-live-online-presentations/

https://www.gsb.stanford.edu/insights/10-tips-giving-effective-virtu-
al-presentations

https://hbr.org/2014/01/presenting-the-perfect-online-presentation

http://blog.visme.co/engage-audience-online-presentation/


http://blog.visme.co/engage-audience-online-presentation
https://hbr.org/2014/01/presenting-the-perfect-online-presentation
https://www.gsb.stanford.edu/insights/10-tips-giving-effective-virtu
http://planyourmeetings.com/10-tips-effective-live-online-presentations
https://www.forbes.com/sites/kathycaprino/2013/05/28/how-to-bypass
https://blog.cengage.com/five-guidelines-for-effective-online-presenta
http://performancesalesandtraining.com/great-online-presentation
https://www.cbsnews.com/news/how-to-give-a-killer-online-presenta
https://www.inc.com/kevin-daum/10-tips-for-giving-great-online-pre
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Appendix D:

Humor Appendix (is that
anything like the funny
bone?)

What is so funny about public speaking? Well, nothing really. On the other
hand, a speech that includes some timely and well-delivered humor can be
especially gratifying for both speaker and audience. The judicious, strate-
gic, and appropriate use of humor in speaking can help the audience have
a positive feeling about: 1) the Subject, 2) the Speaker and 3) the Speech
itself. Many people are hesitant to use humor in speeches for a variety of
reasons. Some people think that humor is never appropriate for speeches.
Some people shy away from it because they do not feel that they are funny.
Some people do not use it because they are afraid if no one laughs, it is an-
other chance to be rejected. Some do not use it because it may take a bit of
extra work to include relevant humor in a speech. You should not be afraid
to use humor. With the right planning, preparation, and practice, you can
be an effective purveyor of the comic arts. You may find that both you and
your audience will be better for it.

Scholars and practitioners have studied the value and challenges of using
humor in public speaking for many years. Consider the information in the
following table:

Humor and Audiences: Positives and Negatives

Scholar Work Positives Negatives
Beebe & Beebe Public Speaking Message Retention Offensiveness Poten-
Handbook (2013) tial
Campbell & Huxman |The Rhetorical Act |Attention Keeping, Bad Taste Potential
Audience Identifica-
tion
Engleberg & Daly Think Public Speak- |Information Reten- | Offensiveness, Irrele-
ing (2013) tion, Defuse Anger, [vance
Ease Tension, Stimu-
late Action
Ferguson Public Speaking: Audience Attention | Offensiveness
Building Competency | and Enjoyment
in Stages (2008)
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Scholar Work Positives Negatives
Fraleigh & Tuman Speak Up: An Illus- |Enhances Interest, Unfunny, Credibility
trated Guide to Pub- | Gains Attention, Es- [ Diminishing
lic Speaking (2009) | tablishes Credibility
Ford-Brown Speaker (2013)
Grice & Skinner Mastering Public Favorable Self Image, | Trivializing Topic, Of-
Speaking (2011) Attention Getting, fending Audience
Defuse Audience,
Hostility , Emphasize
Key Ideas, Transition
Between Points
Hogan, et al Public Speaking and |Audience Attention | Disrespectful, Irrele-
Civic Engagement and Interest vant
(2011)
Lucas The Art of Public Audience Enjoyment | Offensiveness
Speaking (2012)
O’Hair, Stewart & A Speaker’s Guide- Rapport Building, Irrelevance, Bad Taste
Rubenstein book (2010) Make Key Points, In-
troduce Themes
Osborn, Osborn, & | Public Speaking Relationship Building [ Can Seem Contrived
Osborn (2009) with Audience, Infor- | and Flat, Irrelevance

mation Retention

cess (2011)

Disarms Skeptics

Ross & Leonard Introduction to the | Positive Showman- | Offensiveness
Speechmaking Pro- | ship, Information
cess (2009) Retention

Samovar & McDaniel | Public Speaking in a |Point the Audience in | Cultural Inappropri-
Multicultural Society | the Direction of the | ateness
(2007) Topic

Zarefsky Public Speaking Relaxes the Audience, | Irrelevance, Offensive-
Strategies for Suc- Speaker Favorability, | ness

Humorous Speaking Tips

Having seen both the value and the complications connected to humor use
in speeches, please examine the following tips that weigh both the positive
and negative aspects of humor in public address.

Positive Aspects

« Humor is an effective attention getter. You have just a few seconds
to make the audience want to hear more. Humor can be a wonderful
tool to do exactly that. If you can make the audience laugh or smile at
the very beginning, then you will have them anxiously awaiting what
you have to say next.
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« Humor is an effective attention keeper. Audiences can drift away,
especially in an age when attention spans are shrinking. Sometimes
you have to rein them back in. You can do this with a bit of humor.

« Humor can be used to break the monotony. Sometimes you will
be dealing with a technical or tedious bit of information that requires
a lot of explanation. When this happens people may begin to get rest-
less. Perk them up with some humor.

« Humor can be used to help your audience remember. There is
substantial research which supports the idea that information reten-
tion is aided when connected with a piece of humor or a good story.
The key is to make sure that it is actually connected to the informa-
tion you want them to remember.

« Humor can be used to help your audience have a positive feel-
ing about the message and about you as a speaker. Humor
can be used for affinity building with your audience. The more they
like you or feel connected with you, the more open they are to your
message.

« Humor can be used to diffuse tension or to soften the blow of a
serious or controversial point. Sometimes you will have to make
a point that your audience needs but may not want to hear. You can
use humor to make that point. You can deflect criticism with humor.
Both Presidents Kennedy and Reagan were masters of this. Both used
humor to deflect criticisms of their age when they ran for president.
Opponents thought John Kennedy was too young to be president and
Ronald Reagan was too old. Their humor obviously worked.

Negative Aspects

« Humor can offend. Avoid humor that uses sexist, racist, or demean-
ing language. Avoid profanity and vulgarity and sexual references.
You should generally avoid partisan political humor unless you do not
mind risking losing half of your audience. Be sure that your language
is context-appropriate. Speaking at the Kiwanis club is not the same
as speaking at the comedy club.

« Humor can make your topic seem trivial. The use of too much
humor, especially irrelevant and silly humor, may cause your audi-
ence to lose sight of the importance of your topic. Consider how much
and what kind of humor to use, particularly when dealing with sensi-
tive or controversial topics.

« Humor can be mere filler. When you eat a meal, it is important to
eat a balanced diet and remember to eat your vegetables. Dessert is
delicious but should not be the entire meal. Think of humor as the
dessert or as side dishes and not as the entrée.
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« Humor can be difficult to translate or understand. If the audi-
ence contains several people who do not share your native tongue or
national identity, be careful that you do not use humor that may not
be easily translated by them. Word play can be especially challenging
in this situation.

« Humor can be culturally inappropriate. Some gestures, words, or
phrases may have different meanings in other cultures. In the U. S.
the thumbs up sign means “all is well.” In some countries it is consid-
ered a vulgar and offensive gesture.

« Humor can be irrelevant. If the humor does not connect with the
greater message, it can become a distraction. Remember, you do not
just want them to laugh, but to consider your entire message very
carefully. They may become annoyed or fail to understand the point
you are trying to make.

« Humor can be unfunny. Sometimes humor falls flat. It may be that
they have heard it before or they do not get it, or they just do not find
it funny. Remember, humor is subjective. People laugh at different
things and for different reasons. Sometimes they are preoccupied
with other realities of life. Do not be disheartened. Move on to the
next piece of information in the speech. Do not keep repeating the
joke or try to explain to them why it is funny. They might be insulted
and you are wasting valuable speech time.

As you can see, using humor in your speaking is not necessarily easy, but
it is well worth the investment of time and energy. It will take some plan-
ning and some practice. One of the things that worries beginning speakers
the most when it comes to humor use is that they think they must prepare
original material and become professional standup comedians or humor
writers. This is not the case. Certainly, if you have an aptitude for creating
humor then develop and nurture that talent and apply it to your publics
speaking. Original, fresh humor that comes from a speaker’s experience is
always appreciated by an audience.

On the other hand, you need not feel as though you must create amazing
pieces of comedy when there is much good, relevant humor available for
you to use. Remember that humor is not just joke-telling. In fact, for most
speeches jokes are not really the best kind of humor to use. You can use
amusing stories, light verse, funny lists, comical visuals, etc. Be sure to
give credit to the source. The more you develop this skill, the more com-
fortable you will become. You may even find that you are a gifted humorist.
At any rate, your audience will appreciate the effort.
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Appendix E: APA Citation

Learning Objectives

After reading this chapter, the student will be able to:

« Understand the purposes of citation;

« Recognize when to cite information;

« Understand different ways to cite sources;
 Find citation assistance when needed; and
« Cite sources in APA format

Appendix Preview

E.1 — Citation

E.2 — When to Cite

E.3 — Elements of Citation
E.4 — APA Resources

E.5 — Reference List

E.1- Citation

Citing your sources is part of using information. While there are many
citation styles, used by different disciplines, this appendix focuses on APA
Style.

Citation, in any style, has many functions; it:

« allows you to support the claims you make,

« gives credit to the source of the information, and

« allows your audience to locate the information if they want to learn

more.

The practice of citation is inseparable from research, because new devel-
opments always build on existing knowledge. No individual knows every-
thing there is to know about a topic, which is why research involves exam-
ining what is already known.

Engaging with the ideas of others is a way of adding your voice into a
conversation about a topic. This can include agreeing with others’ perspec-
tives, building on existing ideas, or introducing a new interpretation or
counter-argument.

Appendix E: APA Citation

APA Style

A citation style devel-
oped by the American
Psychological Associ-
ation (APA), used by a
variety of disciplines,
including psychology,
health sciences, STEM
fields, and communi-
cation.

APA Style is detailed in
the Publication Man-
ual of the American
Psychological Associa-
tion, 6th edition
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Intellectual
property

A legal term used to
refer to intangible cre-
ations of individuals,
including art, written
work, research find-
ings, and ideas

E.2—When to Cite

Any time you use someone else’s original ideas, statistics, studies, bor-
rowed concepts, phrases, images, quoted material, and tables—their intel-
lectual property—you cite to indicate its source. This reflects both the
research you have done and your academic integrity.

Not everything you use in your work needs to be cited, though. You do not
have to cite facts which are commonly known by your audience and easily
verified in reference sources. You also do not have to cite information that
comes from you, such as your opinion.

When in doubt, though, it’s not wrong to cite your source.

E.3- Elements of Citation

There are two main elements of citation: the brief in-context citation, and
the full reference entry.

In-Context Citation

You may be used to citing in text, and while citing in speeches works differ-
ently, the same principles apply—you want to ensure that your audience
knows where you found the information.

You can use both quotation and paraphrasing in speeches, and for either,
be sure to provide the details about the source when you use the informa-
tion.

Quotation

Since quoting means using someone else’s exact words, you should indi-
cate that you are using a quote. A few examples of how to do this are:

“As legendary football coach Vince Lombardi said, ‘Winning isn’t
everything, but wanting to win is.”

“Dutch painter Vincent van Gogh said, and I quote, ‘I would rather
die of passion than boredom.”

Paraphrasing

Paraphrasing, or restating a source’s ideas in your own words, is another
option. Be sure to acknowledge the author, source, and date of the infor-
mation you use. This can be accomplished in various ways, such as:

“During the December 27, 2017 episode of 60 Minutes, correspon-
dent Lara Logan described the practice of airlifting rhinos by
helicopter to protect them from poachers.”
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“A 2017 study by Dr. Serge Ferrari, published in the medical jour-
nal Lancet, found that the use of drugs containing bone-forming
agents in patients with osteoporosis reduced their risk of fragility
fractures.”

E.4-APA Resources

You may have questions about APA style, and while full APA guidelines

are included in the Publication Manual of the American Psychological
Association, 6th edition, other resources are also available. The APA runs a
site, apastyle.org, that provides additional information about APA citation.
Also, the Purdue Online Writing Lab (OWL) has a wonderful online guide
to APA citation, located at owl.english.purdue.edu/owl/resource/560/1/.
Of course, librarians are a good resource, too!

E.5-Reference List

As part of a speech assignment, you will likely be asked to provide a list of
references used. This may be on a slide, if it is a presentation file, or on a
document, for printed or electronically submitted written materials that
are submitted in conjunction with the verbal presentation of your speech.

Each source you used will be listed on this page, using a full APA-style
citation. The page itself will be labeled “References,” and will list all of the
sources you used in alphabetical order. An example of an APA-style Refer-
ences page is shown in figure E.1.

Citation FAQs
What if I’'m citing multiple sources?

This depends on the information. Is it common knowledge/factual? If so,
you do not need to cite it.

If it needs to be cited, be sure to indicate the sources:

As many scholars, including Buranen, Haviland & Mullin, Blum, and
DeSena, have noted, plagiarism refers to a variety of phenomena, which
vary widely.

What if I’'m using a lot of information, but it’s all from the same
source?

Cite the source each time you use it:

According to Blum, . . .. Blum also found . . . . In the same study, . . .


http:apastyle.org
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Sample References

Book or eBook (APA manual, p. 202-203)

Author, A., Author, B., & Author, C. (Year). Title of book: Capitalize first
letter in subtitle. City of Publication: Publisher.

Spellman, F. & Whiting, N. (2005). Environmental engineer’s mathemat-
ics handbook. Boca Raton, FL: CRC Press.

Article, Chapter, or Work in a Reference Book or Edited Collection (APA
manual, p. 204)

Author, A. (Year). Article or chapter title: Capitalize first letter of subtitle.
In A. Editor, B. Editor (Eds.), Book title: Capitalize first letter in subtitle.
(# ed., pp. #). Place of publication: Publisher.

Donnerstein, E. (2005). Is popular culture too violent? Media violence
promotes violent behavior. In J. Woodward (Ed.), Popular culture: Oppos-
ing viewpoints (pp. 114-119). Detroit, MI: Thompson Gale.

Reference or Encyclopedia Article (APA manual, p. 203)

Author, A. (Year). Entry title. In A. Editor & B. Editor (Eds.), Title of ency-
clopedia (Vol. #, pp. #). Place of publication: Publisher.

Richelle, M.N. (2001). Skinner, Burrhus Frederick (1904-1990). In N.
Smelser & P. Baltes (Eds.), International encyclopedia of the social and
behavioral sciences (Vol. 21, pp. 14141-14146). New York, NY: Elsevier.

Magazine Article (APA manual, p. 200)

Author, A. (Year, Month Day). Article title. Title of Magazine, Volume(Is-
sue). Page(s).

Biedenharn, I. (2015, April 17). Grumpy, Inc. Entertainment Weekly,
(1359/1360), 118.

Newspaper Article (APA manual, p. 200)

Author, A. B. (Year, Month Day). Article title. Title of Newspaper, p. Sec-
tionPage.

Brown, R. (2009, December 16). Long faces ethics complaint. Dalton Daily
Citizen, p. A1.

Academic Journal Article (APA manual, p. 198-199)
Author, A.A. (Year). Article title. Title of Journal, Volume(issue), page(s).
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Schultz-Bergin, M. (2018). Is CRISPR an ethical game changer?. Jour-
nal of Agricultural & Environmental Ethics, 31(2), 219-238. doi:10.1007/
$10806-018-9721-z

Web Page (APA manual, p. 187-192) (Second example below is for a
page with no author)

Author, A. (Year). Title of page. Title of website. Retrieved from http://
thewebsite.com

Adderall. (2009). Prescribers’ Digital Reference. Retrieved from http://
www.pdr.net/pdr-consumer-monograph/adderall?druglabelid=1048&-
ConsumerIld=1008

Naylor, S. (1998). Hindu mythology. Encyclopedia Mythica. Retrieved
from http://www.pantheon.org/articles/h/hindu_mythology.html

Online Photograph, lllustration, or Image (not in APA manual, suggest-
ed format)

Creator, A. (Year). Title [Type]. Retrieved from https://www.thewebsite.
com/restofurl

Historic American Buildings Survey. (1933). McCamy House, 401 South
Thornton Avenue, Dalton, Whitfield County, GA. [Image]. Retrieved from
https://www.loc.gov/item/ga0594

Reports (APA Manual, p. 205-206)
Author, A. (Year). Title (Report #). Location: Publisher.

Bauman, K. (2003). Educational attainment, 2000 (Census 2000 brief
C2KBR-17). Washington, DC: U.S. Government Printing Office.

Motion Picture (APA manual, p. 209)

Producer, A (Producer) & Director, A. (Director). (Year). Title [Motion
picture]. Country of origin: Studio.

Carroll, G. (Producer) & Rosenberg, S. (Director). (1991). Cool hand Luke
[Motion picture]. United States: Warner Bros.

Video (Documentary/Non-Motion Picture) (APA manual, p. 209)

Producer, A (Producer). (Year). Title [Format]. Available from http://www.
producersURL.com
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American Psychological Association (Producer). (2000). Responding ther-
apeutically to patient expressions of sexual attraction [DVD]. Available
from http://www.apa.org/videos

Online Video (not in APA manual, suggested format)

Author. (Year, Month Day). Title of video [Video file]. Retrieved from
http://www.website.com/specificURL

Adult Swim. (2014, November 7). Too many cooks [Video file]. Retrieved
from https://www.youtube.com/watch?v=QrGrOK80ZG8


https://www.youtube.com/watch?v=QrGrOK8oZG8
http://www.website.com/specificURL
http://www.apa.org/videos
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Appendix F: Research
with Dalton State Library
Resources

The Dalton State Library’s resources are accessible through Dalton State
College website (Figure F.1).

“GIL-Find,” the Library Catalog

Books are a logical place to begin, because they provide a broad overview
of a topic. You can find them by searching the library’s catalog, “GIL-Find,”
which provides a searchable listing of all the books, e-books, and resources
available from Roberts Library. Access to the library catalog is available
from the Library’s webpage (see Figure F.2).

The library catalog home page is shown in Figure F.3. You can search the
library catalog using keywords about your topic. For example, see Figure
F.4, which shows the results page of a search for Attention Deficit Disorder.

The search results pages will show materials in all formats, and if you
would like items only in a particular format, you may narrow the search
using the facets on the left side of the screen. This “Refine my results” sec-
tion also lets users narrow their search by date, author, subject, and more.

Did you know... Many libraries offer resource sharing services, which allow
you to borrow items your library does not have available. The delivery can
take a few days, so be sure to order items at least a week before you need
them!

Each item listed on the results page allows you to get the information you
need to access these sources. For items physically available in the library,
“Get it” lets you know the location, call number, and item status.

If you are trying to view an e-book or streaming media, “View it” provides
links to full access. The library’s catalog has a variety of helpful features,
including an integrated option to order books from other schools if the
Dalton State copy is checked out. Users can log in to GIL-Find using their
MyDaltonState credentials to save searches and items for future reference,
and see their checkout history, as well as renew items online.
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Top Ten Reasons to Spay or Neuter Your Pet. (2015). American Society

for the Prevention of Cruelty to Animals. Retrieved from https://www.

aspca.org/pet-care/top-10-reasons-spay-or-neuter-your-pet

What are primary sources? (2006, August 23). Retrieved from https://
www library.illinois.edu/village/primarysource/mod1/pg3.htm.
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