Dr. Henrik Eger, Delaware County Community College (DCCC), heger@dccc.edu, Fall 2008

Guidelines & Sample for “Class Notes”

To encourage meaningful work and to increase your chances of getting a very good grade on the Take-home Final Exam: Class Notes, carefully read and apply the following guidelines:

1. Take copious notes throughout each session.  

2. At the end of each week, review your class notes by reading, highlighting, annotating, and thinking about the most important things you have learned.
3. For your Final Exam, you have to present an inventory of 50 of the most important things you have learned: new words, names, dates, concepts related to communication, and insights related to your own growth as an effective student and communicator.  Therefore, based on each week’s class lectures and discussions, type the most important new words concepts, insights, and/or names that relate to communication, study techniques, and historical and contemporary issues of importance to you. 
4. Format:
1. Use MS Word

2. Font: use Arial 10, not Times New Roman 12 
3. Single-space
4. Bold-face concepts, insights, names, and vocabulary 
5. Put your entire list in alphabetical order.  Use automatic alphabetizing command in MS Word: [image: image1.bmp] (button at top).
6. Underline the relevant week near the top of each page (see sample)
5. For names and concepts, briefly explain those concepts and names (do NOT use in-class definitions) and respond from your personal perspective when applicable (see #3 below).  
1. For words, such as copious, use a dictionary like <dictionary.com> or <onelook.com>.  
2. For names, such as Shakespeare, concepts, such as Socratic Method, and for titles, such as “Allegory of the Cave,” use handbooks, including <wikipedia.com>.  

3. For insights that are not covered in dictionaries or handbooks, please use your own interpretations and provide a personal example to back up your claim.  For example: “Camera of life is always on, The,” followed by your interpretation and an example that demonstrates your progress as a communicator and how every interaction that you have had with yourself (intrapersonal) or with others (interpersonal), will be interpreted and critiqued by a number of people, including your classmates, other students, professionals at work and school, including your Communication professor, friends and family members, and even strangers with whom you may or may not interact in stores, etc.
6. Please use the online sample of the Class Notes as a guidepost.  For deadlines, see your class Schedule.  If you have any questions about this project, feel free to contact me at any time.  
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Class Notes 

50 of the most important words, concepts, phrases, insights, names, and/or dates 

learned in class this semester (dictionary definitions, unless referenced otherwise)
1. 1066: “Norman Conquest: William the Conqueror, Duke of Normandy [France], invades England [. . .]  Old English was not static, and its usage covered a period of approximately 700 years – from the Anglo-Saxon migrations that created England in the fifth century to some time after the Norman invasion of 1066, when the language underwent a major and dramatic transition.”

2. abstract: “A statement summarizing the important points of a text.”

3. annotation: “the act of adding notes” [usually in the margin of a text].

back-channel cues: “verbal and non-verbal behaviors such as nodding and making comments 
[ . . . ] that signal you’ve paid attention to and understood specific comments” (McCornack 193).

4. “Camera of life is always on, The” (Eger): My communication will be judged, not only in terms of what I say, but how I present my thoughts and experiences, even the way I am dressed, my tone of voice, etc.  I therefore will communicate authentically and professionally at all times.  
5. colloquial: ”used in or characteristic of familiar and informal conversation; also : unacceptably informal; using conversational style.”

6.  Communicate with the needs of your target audience in mind” (Eger): Everything we say or communicate usually has a particular purpose and a special target audience.  For example, my Communication professor, my colleagues in the workplace, my parents, children, and my classmates.  I cannot speak to all of them in the same way.  Similarly, I cannot talk to my boss the same way I may talk to my friends at a party.  Therefore, I have to communicate in a way that members of each group understand and respect.  
7. deactivation: “systematically desensitizing yourself to emotional experience” (McCornack 133).
8. ellipsis: “a printed mark, usually three dots (. . .), [. . .] used to indicate that something has been omitted from a text.”

9. index: ”a list (as of bibliographical information or citations to a body of literature) arranged usually in alphabetical order of some specified datum (as author, subject, or keyword).”

10.  “[M]any of us have mastered the neurotic art of spending much of our lives worrying about a variety of things, all at once.  We allow past problems and future concerns to dominate our present moments, so much so that we end up anxious, frustrated, depressed, and hopeless” (Carlson 29): When I get flooded by too many problems, work demands, and trouble with my family, I either get very angry, or I shut out the world and don’t communicate.  However, this semester, I’m going to work on solving each issue practically, without emotional hang-ups.   

11. Modern Languages: “A modern language is any human language that is used by societies in the world today. The term is used in a language education context (in high schools, secondary schools, colleges and universities) to distinguish between languages such as French or Russian, which are still spoken by millions of people and are often learned for their usefulness as tools of communication, and classical languages such as Attic Greek or Classical Chinese, which are studied for their cultural or linguistic value, rather than for any practical purpose.”

12. NPR: “an independent, private, non-profit membership organization of public radio stations in the United. [. . .] NPR was voted the most trusted news source in the US.” 
13. qualifier: “a word or phrase that restricts or modifies the meaning of another word or phrase, e.g., the word ‘fairly’.” 

14. vernacular: “The everyday language people speak, as distinguished from the literary language.”

NOTE: Please use the “insert heading” format with your last name, not your first name, and the automatic page number.  For details, see the “Helpful Computer Commands” handout on my website.
While this sample only contains 15 items, your completed FINAL set of Class Notes must contain fifty (50) words, concepts, phrases, insights, names, and/or dates.  Please do not use any of the above terms for your own project.  
