


COMMUNICATION ESSENTIALS FOR
COLLEGE

JEN BOOTH; EMILY CRAMER; AND AMANDA QUIBELL



@O

Communication Essentials for College Copyright © 2022 by Jen Booth, Emily Cramer & Amanda Quibell, Georgion
College is licensed under a Creative Commons Attribution-NonCommercial 4.0 International License, except where
otherwise noted.

Communication Essentials for College (https://ecampusontario.pressbooks.pub/gccomm/) by Jen
Booth, Emily Cramer & Amanda Quibell, Georgian College is licensed under a Creative Commons
Attribution-NonCommercial 4.0 International License (https://creativecommons.org/licenses/by-nc/
4.0/), except where otherwise noted.






CONTENTS

Accessing and Using Communication Essentials for College
Tutors for Communication Essentials

Acknowledgements

Accessibility Statement

For Educators

Chapter 1: Introduction

11 - Why on earth am | taking another English course?
1.2 - Connect With Your Instructor

1.3 - Acting Professionally in an Online Environment
1.4 - Academic Integrity

Chapter 2: Reading & Writing for College

2.1 - Reading for College

2.2 - Note-Taking

2.3 - Writing for College

2.4 - Purpose, Audience, Tone, and Content
2.5 - Effective Means for Writing a Paragraph
2.6 - Writing Paragraphs: Exercises

Xi

XV

Vi

17
20
24

43
63
79
83
100
123



Chapter 3: The Writing Process: How do | begin?

31 - The Writing Process: How Do | Begin? 126
3.2 - Apply Prewriting Models 128
3.3 - Outlining 141
3.4 - Drafting 155
3.5 - Revising and Editing 172
3.6 - The Writing Process: Exercises 191

Chapter 4: Writing Essays from Start to Finish

41 - Developing a Strong, Clear Thesis Statement 194
4.2 - Writing Body Paragraphs 206
4.3 - Organizing Your Writing 218
4.4 - Writing Introductory and Concluding Paragraphs 226
4.5 - Writing Essays: Exercises 237

Chapter 5: Rhetorical Modes

51 - Comparison and Contrast 240
5.2 - Cause and Effect 251
5.3 - Persuasion 259
5.4 - Rhetorical Modes: Exercises 273

Chapter 6: Introduction to Research Writing

6.1 - Introduction to Research Writing 275
6.2 - Developing a Research Topic 282
6.3 - The CRAAP Test and Evaluating Resources 288



6.4 - Popular vs. Scholarly Sources
6.5 - Primary and Secondary Sources
6.6 - Search Terms

6.7 - Internet Searching Tips

6.8 - Boolean Operators

Chapter 7: Writing a Research Paper

71 - Creating a Rough Draft for a Research Paper
7.2 - Avoiding Plagiarism
7.3 - Developing a Final Draft of a Research Paper
74 - Peer Reviews
7.5 - 5 Paragraph Research Essay
Amanda Quibell
7.7 - Annotated Bibliography
Jen Booth
7.6 - Longer Research Essay - Sample Student Work

Nicole Lynn Deschaine

Chapter 8: APA Style Tutorial

81 - Why Do We Cite?

8.2 - Exploring Source Types

8.3 - Source Type: Journal Article Cues
8.4 - Source Type: Trade Publication Cues
8.5 - Source Type: Webpage Cues

8.6 - Source Type: Book & eBook Cues
8.7 - Source Types Summary

8.8 - Two Types of Citation

295
298
306
31
317

326
345
349

3N
379

387

390

396
398
400
407
410
413
418
419



8.9 - What is a Reference List Citation?

810 - Creating Reference List Citations

811 - Creating Reference List Citations Activity

812 - What is an In-Text Citation?

813 - In-Text Citations Activity

814 - How it All Works Together

8.5 - Matching Reference and In-Text Citations Activity
816 - APA Document Formatting

Chapter 9: Presentations

91 - Why should I learn public speaking?
9.2 - Why am | so nervous?

9.3 - How to be clear

9.4 - How to structure your presentation
9.5 - How to deliver your presentation

9.6 - How to make slides & visuals

Chapter 10: Working in Teams

101 - Team and Group Work
10.2 - How to present as a team

10.3 - Constructive Criticism

Chapter 11: Writing Basics: What Makes a Good Sentence?

1.1 - Sentence Writing
1.2 - Subject-Verb Agreement

421
423
430
437
445
447
449
451

460
464
473
476
484
492

508
512
519

524
547



1.3 - Verb Tense

1.4 - Capitalization

1.5 - Pronouns

116 - Adjectives and Adverbs

1.7 - Misplaced and Dangling Modifiers

1.8 - Writing Basics: Exercises

Chapter 12: Punctuation

121 - Commas

12.2 - Semicolons
12.3 - Quotes

12.4 - Apostrophes

12.5 - Punctuation: Exercises

Chapter 13: Working with Words: Which Word is Right?

131 - Commonly Confused Words
13.2 - Spelling

13.3 - Word Choice

13.4 - Using Context Clues

13.5 - Plain Language

13.6 - Working with Words: End-of-Chapter Exercises

Chapter 14: Refining Your Writing: How Do | Improve My Writing

Technique?

14.1 - Sentence Variety

562
572
578
590
599
606

612
623
626
631
636

641
652
665
674
680
698

703



14.2 - Coordination and Subordination
14.3 - Parallelism
14.4 - Refining Your Writing: End-of-Chapter Exercises

Chapter 15: Help for English Language Learners

151 - Word Order

15.2 - Negative Statements

15.3 - Count and Noncount Nouns and Articles

15.4 - Verb Tenses

15.5 - Modal Auxiliaries

15.6 - Prepositions

15.7 - Slang and Idioms

15.8 - Help for English Language Learners: End-of-Chapter Exercises

Update & Change Log

Glossary

724
736
745

749
757
763
770
/88
795
802
806

809
813



ACCESSING AND USING COMMUNICATION ESSENTIALS FOR COLLEGE | X

ACCESSING AND USING COMMUNICATION
ESSENTIALS FOR COLLEGE

Welcome to Communication Essentials for College

This textbook is designed to be accessible using standard web browsers, mobile devices,
screen readers and other assistive technology. You can access the book in a number of
formats. Requirements, tools, and suggestions for navigating and using the book are
listed on this page. If you encounter any issues in accessing the book, please connect
with your professor.

Never used an Open Educational Resource (OER) before? Check out our Using OER
Textbooks: Student Guide (https://ecampusontario.pressbooks.pub/georgianoer/)
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Book formats

Typical OER Textbook Formats, Requirements, Features & Access Options

Book

Format Requirements Features Access Options
Optimized for online
access (web Read online with your
. browser) device or assistive
gggl?e web + Internet access Embedded technology
* Web browser interactive and Use Text-to-Speech to
text-based activities listen to the book
Embedded videos Take Digital notes
Embedded glossary while you read
terms
Save to a device or
Optimized for drive as desired
reading with Access from your
internet (PDF viewer) device with/without
Digital PDE IPnSIe:U}:\tN.zcrcess Text-based activities internet
9 Clickable Links to Use internet access
videos and other for clickable links/
resources videos
Glossary of terms Take Digital notes
while you read
Save to a device or
Internet access for drive as desired
. initial download I Read offline on device
Print PDF of nitial. Optimized for . .
the Whole EHZF viewer to open printing/accessing fir;]c;(:)ctlve/cllckable
book - . offline ;
NN + Ability to print or I Print chapters or
or individual . + Text-based activities
chapters access to a print . Glossary of terms whole book as needed

shop (recommended)

Refer back to web
book to access links/
interactive activities

Don't forget to cite/reference your textbook if you use it in your research or
assignments.Do you prefer a printed textbook?
This book is free to access, use and print in any of the above formats for non-
commercial purposes. If you prefer a printed textbook, you are encouraged to print
sections/the entire book.
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Download specific textbook chapters as individual files
(optimized for printing)

Please access the web version of this OER (#front-matter-for-students) to download
specific chapters.

* Front matter + Chapter 6 + Chapter 12
+ Chapter 1 + Chapter 7 + Chapter 13
+ Chapter 2 + Chapter 8 + Chapter 14
+ Chapter 3 + Chapter 9 + Chapter 15
+ Chapter 4 + Chapter 10 + Back matter
+ Chapter 5 + Chapter 11

Recommendations

+ Check for printing costs at your on-campus print shop (such as Grenville at
Georgian College) or a local print shop (Staples, etc)

*+ Printing a large document is often significantly less expensive at a print shop than it

is to print on your home printer or at the Library

+ Consider printing in black & white and refer to the webbook or PDF for any
diagrams that require colour (significantly less expensive)

+ Ask about binding or 3 hole punching when you order, as this is usually low cost
and will make your textbook easier to use

This book is licensed under the Creative Commons Attribution-NonCommercial 4.0 International
License (https://creativecommons.org/licenses/by-nc/4.0/), allowing students/faculty to print it for their
personal use at the cost of printing.

This book may not be printed and sold for profit.

Experiencing navigation issues?

If you encounter navigation issues while accessing this text via a link from your course
in Blackboard (or other learning management system), please try accessing the online

web book by using the web address in your browser. The bottom left and right corners
of the web book allow you to navigate through the book (previous/next) and the top left

hand corner of the web book features a drop down table of contents.
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Attribution & References

Except where otherwise noted, “Accessing and Using this Textbook” by OER Design
Studio at the Georgian College Library is licensed under CC BY-NC 4.0.
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TUTORS FOR COMMUNICATION
ESSENTIALS

Tutors for Communication Essentials are available to all students registered in the
course.

Why work with a tutor?
Tutors can...

+ coach you through course concepts

+ help you learn new study skills and resources

+ help you feel confident reaching your academic goals

+ direct you to appropriate services and resources when needed

Book a Tutor for COMM1016

COMMI1016 tutors are available within the Writing Centre for both virtual and in-person assistance.
Tutors may also be available for your other courses/programs - check Navigate360 or connect with
Academic Success for more details.

How to Book a COMM1016 Tutoring Appointment (Text version)

How to book a Tutoring session

To book an appointment, you can:

« Use the Navigate360 app or visit the Navigate360 website
- Link to Navigate360 is available in MyGCLife
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Attribution & References

Except where otherwise noted, “Tutors for Communication Essentials” by OER Design
Studio is licensed under CC BY-NC 4.0.
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We extend our gratitude to Georgian College librarian, Jen Booth, who made
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This OER, Communication Essentials for College, is a collection of resources adapted by
Amanda Quibell and Emily Cramer to meet the needs of students in introductory
Communication courses. In most sections of this OER, updates have been made to the
existing content to improve usability and accessibility, incorporate interactive elements
and improve the overall student experience. This collection reuses content from the
following key resources:

 Writing for Success (https://open.lib.umn.edu/writingforsuccess/)by University of
Minnesota licensed under CC BY-NC 4.0 (https://creativecommons.org/licenses/by-
nc/4.0/).

+ APA Style Citation Tutorial (https://openeducationalberta.ca/introapatutorial7/) by
Sarah Adams and Debbie Feisst, University of Alberta Library, licensed under CC BY-
NC-SA 4.0 International License (https://creativecommons.org/licenses/by-nc-sa/
4.0/)

* Niagara College Libraries + Learning Commons Information Skills Online Handbook
(https://ecampusontario.pressbooks.pub/ncinfoskills/) by Jackie Chambers Page and
Siscoe Boschman, licensed under CC BY 4.0.

* University 101: Study, Strategize and Succeed (https://pressbooks.bccampus.ca/
studystrategizesucceed/) by Megan Robertson, Kwantlen Polytechnic University
Learning Centres licensed under CC BY-SA 4.0 (https://creativecommons.org/
licenses/by-sa/4.0/).

 Writing for Success, 1st Canadian H5P Edition (https://opentextbc.ca/
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writingforsuccessh5p/) by Tara Harkoff, licensed under CC BY-NC-SA 4.0
International License (https://creativecommons.org/licenses/by-nc-sa/4.0/)

Book Cover

« Communication Essentials for College book cover template by Georgian College
Marketing, featuring:
o Original Photo by Denny Muller, used under Unsplash license

Copyright & Open Licensing

Communication Essentials for College is licensed under CC BY-NC 4.0 (https://creativecommons.org/
licenses/by-nc/4.0/), except where otherwise noted. Individual sections, content, images and activities
are marked with their relevant copyright and open licensing information.

« YouTube videos in this OER are embedded/used under the Standard YouTube license
(https://www.youtube.com/static?gl=CA&template=terms).

« TED Talk videos in this OER are embedded/used under the TED Talks Usage Policy
(https://www.ted.com/about/our-organization/our-policies-terms/ted-talks-usage-policy), (CC
BY-NC-ND 4.0 International).

Unless otherwise indicated, third-party texts, images and other materials quoted in this OER are
included on the basis of Fair Dealing (https://oer.pressbooks.pub/fairuse/back-matter/appendix-three-
educational-fair-dealing-in-canada/) (Canada) as described in the Code of Best Practices for Fair Use in
Open Education (https://oer.pressbooks.pub/fairuse/).
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ACCESSIBILITY STATEMENT

Accessibility features of the web version of this resource

The web version of Communication Essentials for College has been designed with
accessibility in mind by incorporating the following features:

+ It has been optimized for people who use screen-reader technology.
o all content can be navigated using a keyboard.
> links, headings, and tables are formatted to work with screen readers.
+ Allimages in this guide are described fully in the text, alt-tag or in an image
description section for complex images.
+ Information is not conveyed by colour alone.
* Pressbooks has built in features such as the ability to change font size.

Other file formats available

This book is also available in PDF formats that you may save, print, access offline or use
with internet access.

Efforts have been made to improve the user experience in all formats - if you
encounter any access issues or barriers, please connect with your professor.

Known accessibility issues and areas for improvement

This book’s adapters have attempted to improve upon existing features from the
original sources and improve these materials for all users.

While we strive to ensure that this resource is as accessible and usable as possible, we
might not always get it right. Any issues we identify will be listed below. If you encounter
issues with this text, please notify your Professor.
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List of Known Accessibility Issues

Need for

Improvement Timeline Work Around

Location of Issue

Visual representation
of editing markup in

o Recommended code
writing samples uses

added, text description

Sections 3.5 & 7.3 glolour and graphicsto On going of changes added.
emonstrate Work on goin
necessary changes/ going.
editing.
Reference entry URLs
APA formatted APA references are not “linked” but the

require the location of full URL is listed in

(rterffgﬁn%%sut the book) resources to be listed Wait for APA update text. Plan to optimize
9 as a full URL using tagging for next
update.

All videos have
accessible CC &
transcripts via
YouTube or other
provider, but may not
have transcripts that
fully describe
non-speech content.

Current provisions
meet AODA
requirements.

Video Captioning

PDF version of book

may not be fully Text versions of
PDF version of book accessible, as it was interactive activities
generated using added. Work on-going.

Pressbooks export.

Accessibility standards

The web version of this resource has been designed to meet AODA requirements
(https://www.aoda.ca/the-act/), along with the Web Content Accessibility Guidelines 2.0
(https://www.w3.0rg/TR/WCAG20/), level AA. In addition, it follows all guidelines in
Appendix A: Checklist for Accessibility (https://opentextbc.ca/accessibilitytoolkit/back-
matter/appendix-checklist-for-accessibility-toolkit/) of the Accessibility Toolkit - 2nd
Edition (https://opentextbc.ca/accessibilitytoolkit/).

This statement was last updated on January 3, 2023.
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Attribution & References

This information was adapted from “Accessibility statement (https://opentextbc.ca/
pressbooks/front-matter/accessibility-statement/)” In Pressbooks Guide
(https://opentextbc.ca/pressbooks) by BCcampus , licensed under CC BY 4.0. / Adapted to
match the current OER with relevant deficiencies noted.
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FOR EDUCATORS

Communication Essentials for College is specifically designed to support a foundational
college course with a focus on academic writing, research, and presentation skills. The
examples within the book emphasize the importance of academic integrity and teach
students how to acknowledge sources following APA guidelines.

The informal, conversational language of the book models clear, concise, and
professional language that facilitates communication and engagement.

Chapters 11-15 provide ancillary information on grammatical and sentence
weaknesses common in student writing. When evaluating student work, instructors can
also direct students to these chapters for additional support.

Ancillary resources for this textbook

Supplementary materials for this OER are available, including:

* Summary PowerPoints
* Quiz bank for GC faculty (available in Blackboard)

Please visit the web version of this OER (/) to access Summary PowerPoint files. or
connect with us via the OER Design Studio (http://library.georgiancollege.ca/OER) at the
Georgian College Library.

Questions, Comments or Suggestions?

*+ Please let us know if you are using this text or have questions, comments or
suggestions
+ Email our team at OER [at] georgiancollege.ca





