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before you say it; use correct spelling and grammar; and format your comments 
using spacing, boldface, numbered lists, and so on as appropriate. Be polite, 
even when you are disagreeing with an earlier comment, and always reread your 
comments before posting them.

EXERCISE 1.5   Working Together

The following chart lists options for communicating electronically with classmates and instruc-
tors. Check the possible benefits and drawbacks of each method. When would it be effective 
and appropriate to use each option? In what circumstances should you not use an option? 
When is it best to have a face-to-face meeting? Compare your completed chart with those of 
classmates.

Options
Communicating  
with Classmates 

Communicating  
with Instructors

Benefits Drawbacks Benefits Drawbacks

Email ❑ ❑ ❑ ❑

Phone ❑ ❑ ❑ ❑

Text messages ❑ ❑ ❑ ❑

Social networks (examples: 
Facebook, Twitter)

❑ ❑ ❑ ❑

Discussion board in a course 
management system (such as 
Blackboard or Moodle)

❑ ❑ ❑ ❑

LISTEN CAREFULLY AND CRITICALLY
Of	the	most	common	ways	people	communicate	—	reading,	writing,	speaking,	and	
listening — listening is the skill that you perform most frequently in a classroom. 
Because you learn so much through listening, learning to listen carefully and 
critically — grasping what is said and questioning and reacting to what you hear — is 
a crucial college skill.

Listening carefully.	 Did	 you	 know	 that	 you	 can	 process	 information	 faster	 than	
speakers can speak? As a result, your mind has time to wander while listening. Try using 
the following suggestions to maintain your attention in the classroom.

•	 Sit	comfortably,	but	do	not	sprawl.	 A serious posture puts your mind in gear 
for serious work.

•	 Focus	on	the	lecture.	 Shutting off distracting media (your phone and your 
Web applications), sitting toward the front of the room (not among a group of 
friends), and maintaining eye contact with the speaker will all make you feel 
more involved and less likely to drift off mentally.

•	 Try	to	anticipate	the	ideas	the	speaker	will	address	next.	 Doing	so	will	keep	
your mind active.
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