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1st Author (Writer): Lori Focher

2nd Author (Editor/Resource Finder): Loup Power District and BD Pharmaceutical
Instructional Component Used: Communication 

Grade Level: Middle School

Content (what is taught): 

· Communication skills

Context (how it is taught):

· Discussion of methods of communication
· Exploration of communication shortcuts that can cause problems
· Exploration of how audience effects communication 

Activity Description:

Students will learn about the importance of communication skills through a variety of activities. First, students will discuss methods of communication, what affects their communication choices, and look at some examples of miscommunication. Since most students are very familiar with texting and instant messaging, students will explore the many shortcuts they use and see why those may cause problems in communication. Finally, students will look at how the intended audience should make a difference in how they communicate.

Standards:

Technology: TB1, TB2
Materials List: 

· Overhead or marker board

Asking Questions: (Whatcha Talkin’ About?)
Summary: Students will explore the use of texting and instant messaging shortcuts.

Outline: 

· Brainstorm examples of texting and instant messaging shortcuts

· Look at some uncommon examples of shortcuts

· Discuss in what situations using shortcuts is and is not appropriate

Activity: Students today are avid “texters” and “instant messagers.” These things are a part of their everyday lives. Students use a variety of shortcuts or shorthand while they text and IM each other (i.e. ‘brb’, ‘lol’, ‘cya’, etc.).  In education, we have found that students have a hard time not using these shortcuts in the world outside of their computers and cell phones. While there are many common shortcuts, new ones come up every day. Not all shortcuts mean the same thing to everyone and can lead to misunderstandings.

	Questions
	Answers

	What are the common shortcuts students use in texting and IMing?
	On the overhead or white board, have students put up examples of their shortcuts without saying what they stand for. Have students write down what they think and then discuss. Are there any conflicts? *Students may want to create a mini-dictionary of the shortcuts.

	What shortcuts are uncommon and could pose a problem if you received a message with that acronym?
	There are thousands of shortcuts that not everyone would know. Use the websites below for some unusual ones and see if the students can figure them out. Discuss problems with using unfamiliar acronyms.

	Where and when are these types of shortcuts appropriate to use? With friends? With family members? In your test answers? With co-workers? With the boss? 


	Shortcuts are OK to use with friends and most family as long as they know what you are referring to. Older family members may not know these and could lead to problems. These should not be used in homework or test answers at school. These types of things are not considered professional and should not be used in the business world.


Further exploration may be common acronyms of the real world.  Most businesses have their own set of acronyms. What problems may occur if all employees don’t know what they mean?
Resources:
NOTE to Teacher:  Open these websites on your own computer instead of giving the links to students.  Copy down “appropriate” acronyms for students to try and figure out.

· http://www.netlingo.com/acronyms.php
· http://hubpages.com/hub/The-texting-shorthand-dictionary-The-meaning-of-lol-lmao-etc
· http://www.webopedia.com/quick_ref/textmessageabbreviations.asp
Exploring Concepts: (Whatcha Talkin’ About?)
Summary: Students will discuss aspects of communication and look at examples of miscommunication.

Outline: 

· Define communication

· Identify methods of communication

· Identify what influences choices in communication

· Look at examples of miscommunication

Activity: Students will discuss the following questions.  They will identify things that influences how they choose to communicate and will look at some funny newspaper headlines as examples of miscommunication.

	Questions
	Answers

	What is communication?
	Transferring thoughts, ideas, or information to others.

	What are ways that you communicate with others?
	Talking, writing notes, texting, phones, email, IM, chat, social networking, snail mail, etc

	What influences how you decide what method to use?
	Time, who you’re communicating with, what needs to be communicated

	Is it important to consider carefully what you want to say and how you want to say it? Why?
	Yes – in order to communicate effectively and not be misunderstood

	Look at examples of miscommunication – What do they say? What did they probably mean?
	Look at funny newspaper headlines such as these: http://www.innocentenglish.com/funny-bloopers-mistakes-quotes/funny-newspaper-headlines.html 



Resources:

NOTE to Teacher:  Open these websites on your own computer instead of giving the links to students.  Copy down “appropriate” headlines and comics for students to view.

· Funny Newspaper Headlines: http://www.innocentenglish.com/funny-bloopers-mistakes-quotes/funny-newspaper-headlines.html
· Miscommunication Comics: http://www.cartoonstock.com/directory/m/miscommunication.asp
Instructing Concepts: (Whatcha Talkin’ About?)
Communication

Communication is a two-way process related to the transfer of information from one person to another.  There has to be an initiator and a receiver for communication to take place.  In the most general terms, it can be thought of as the exchange of thoughts, opinions, information, and feelings for the achievement of a common goal.  

Communicate Effectively to Multiple Audiences

When communicating information you must be aware of whom your audience is and adapt your methods to fit each unique audience.  For instance you would communicate information very differently to a group of business people from the chamber of commerce than a group of middle school students.  The content can be very similar but your delivery must be tailored to fit your audience.

Communicate Effectively Using a Variety of Media

Communication in the 21st century is very different than it was even several years ago.  When conveying your ideas there are many different technologies available.  It could be by e-mail, telephone, web conferencing, texting, blogging, discussion boards, traditional written methods, or verbally.  This list is not exhaustive but is presented to show the diversity of communication methods.  When choosing the media that you will use to communicate, you should consider the information to be transmitted and your audience very carefully.  The reason is to insure that you choose the most efficient and the least likely method to be misunderstood.  Remember the goal of communication is the successful transfer of information.  If the wrong media type is used it is possible that communication will be ineffective.

Develop Cultural and Global Awareness

In this world with a global economy, rapid travel, instant communication, and instantaneous news it has become critical that we develop a multicultural awareness.  The people that we are communicating with may very well have different backgrounds, values, and customs.  If we are to understand each other and create quality communication, we must be aware of these differences.  This multicultural awareness is a critical component for effective communication.  With it communication flows freely in both directions and common goals can be easily achieved.  Without multicultural awareness misinterpretations and poor communication will be commonplace.

Organizing Learning: (Whatcha Talkin’ About?)
Summary: Students will identify how the intended audience plays an important role in communication and compose responses to a scenario.

Outline: 

· Students will compose responses to a scenario 

· Based on who the recipient of the message is (friend, family, business), students will adjust their messages

Activity: Students need to consider who they are communicating with when they send messages. Using shortcuts, lack of punctuation and capitals may be fine for sending a message to a friend or parent, but is not necessarily appropriate for the business world.

Give the students an example like the one shown below without telling them who the message is from.

You receive a voice mail from someone asking if you are available to meet with them at 2:00 pm on Friday afternoon. They request that you send them an email letting them know that you received the message and if you are available at that time. How would you respond?

Give students time to write a response either on paper or using small white boards. Ask for some to share their ideas. Then ask:

Would their response be appropriate as a response to a friend? How about your grandparent? What if the message was from an employer that you wanted to interview you for a job?

Have students write different responses based on who the message may be going to. This could be done in small groups and then share the best answers.

Here are some examples the teacher could share:

	wuzzup – i got ur mesage and i will cya @ 2 on fri



	i got your message. i will be there at 2 on friday.



	Thank you for calling and leaving me a message. I am available to meet with you on Friday at 2:00 pm. I look forward to talking to you.




Understanding Learning: (Whatcha Talkin’ About?)
Summary: Students will demonstrate their understanding of the concept of communication.

Outline: 

· Formative assessment of communication

· Summative assessment of communication

Activity: 

Formative Assessment

As students are engaged in the lesson ask these or similar questions:

1) What is the purpose of communication?

2) Are the students able to convey what misunderstandings may happen in communication?

3) Do the students understand that the audience plays a role in the formation of messages?

Summative Assessment

Written responses to the following:

1) What is communication?
2) What are at least 5 different methods of communication?
3) Name at least 3 things that influence what method of communication you may choose to use?
4) How does the intended audience – who you are communicating with – affect the way you write?
5) Write a short, but appropriate reply to the following:
	Your best friend wants to know if you can meet at the movies at 7 and then if you can spend the night at their house afterwards.
	

	Write a message to your parents about what your after-school plans are.


	

	The principal is looking for suggestions on how to make the process in the lunchroom better. Explain your ideas.
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