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facilitate your process
as you design, teach,
and assess your
UI100 course.
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UI100 ADVISORY COMMITTEE CHARGE
The membership of the UI100 Advisory Committee shall consist of one faculty member from each of
the colleges, schools, and Kent Library and one representative from the Division of Enrollment
Management and Student Success. The committee will be chaired by the UI100 Course Coordinator.
The UI100 Advisory Committee is charged with conducting an ongoing review of the course curriculum;
making determinations about the course textbook; determining appropriate Course Learning Outcomes;
recommending new UI100 themes for approval and recommending themes for termination; overseeing
faculty training; and supporting the University Studies Director with any special projects related to
UI100.
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WHAT IS A FIRST-YEAR SEMINAR?
New student seminars are courses for undergraduate students designed to enhance their academic
and social integration into college. Based on the data from the 2017 National Survey on First-Year
Seminars 73.5% of responding American colleges and universities offer some type of first-year seminar
and 62.1% indicate their seminar is one of the primary programs by which first-year objectives are met.
The precise content and goals for these seminars differ among institutions. Some are academic
seminars, which focus on a faculty member’s special area of scholarly interest or an interdisciplinary
theme. Others are offered within academic departments or professional schools in order to introduce
students to the expectations of an academic major or career. And many institutions offer extended
orientation seminars designed to provide students with essential strategies and information to enhance
the likelihood of their persistence and academic/social success.
New student seminars have been part of the academic curriculum at American colleges and
universities for over 100 years. The first freshman seminar was offered in 1882 at Lee College in
Kentucky and the first “for-credit” seminar became part of the curriculum at Reed College in 1911. But
the popularity of first-year seminars has fluctuated since that time. After almost disappearing in the
1960s, the first-year seminar has enjoyed a gradual and steady rebirth since the mid-1970s with the
University 101 course at the University of South Carolina that was introduced in 1972. A first-year
seminar course is now recognized as an effective way to address many of the issues and problems of
contemporary college life. All new student seminars give students the opportunity to interact with and
gain support from other students and the seminar instructor. This supportive environment helps create
a strong sense of community within the larger campus. Many of these seminars have been broadened
in focus to include other categories of first-year students, especially transfer students, who also are
students in transition. Hence, many former “freshman” seminars have been reconstituted as “new
student” or “first-year” seminars.

Portions taken from the University of South Carolina’s “Faculty Resource Manual”
Reference:
GORDAN, VIRGINIA N. (1989). ORIGINS AND PURPOSES OF THE FRESHMAN SEMINAR. IN M.L. UPCRAFT, J.N. GARDNER &
ASSOCIATES (EDS.). THE FRESHMAN YEAR EXPERIENCE (PP. 183-197). SAN FRANCISCO: JOSSEY-BASS.
PADGETT, R. D., & KEUP, J. R. (2011). 2009 NATIONAL SURVEY OF FIRST-YEAR SEMINARS: ONGOING EFFORTS TO
SUPPORT STUDENTS IN TRANSITION (RESEARCH REPORTS ON COLLEGE TRANSITIONS NO. 2). COLUMBIA, SC:
UNIVERSITY OF SOUTH CAROLINA, NATIONAL RESOURCE CENTER FOR THE FIRST-YEAR EXPERIENCE AND
STUDENTS IN TRANSITION.
KEUP, J.R. (2018, JANUARY). RESEARCH, TRENDS, AND ISSUES…OH MY! WHAT WE KNOW ABOUT INSTITUTIONAL
PRACTICES AND PRIORITIES FOR THE FIRST-YEAR EXPERIENCE. PRESENTED AT THE GET HIP TO TEACH HIP
STATEWIDE CONFERENCE, FRANKLIN, TN.
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THE HISTORY OF UI100: FIRST YEAR SEMINAR AT
SOUTHEAST MISSOURI STATE UNIVERSITY
The UI100: First-Year Seminar made its debut in the fall of 2000 at Southeast Missouri State University.
Its goals are simple: to introduce new University students to the value of a liberal education and the
goals and structure of the University Studies program. Special emphasis has been placed on building
student skills in information literacy, critical thinking, and communication. The founders of this course
wanted to help new students be successful in meeting the academic demands they will face throughout
their undergraduate years at Southeast.
UI100 replaced an earlier introductory course which was called GS101: Creative and Critical Thinking
that had been implemented in 1988. After conducting a review of that course in the late 1990s and after
consulting students, faculty, and off-campus experts, a course review committee designed the new,
theme-based UI100 course which has been more successful than its predecessor in meeting student
needs. The interdisciplinary theme approach and the general syllabus designed for UI100 should
assure students in all sections of the course that it will have strong academic and intellectual content
that a substantial and equitable amount of work will be required, and the instructors who designed the
themes will be highly motivated to make their sections of the course interesting.
In 2011-2012, UI100 went through course redesign where the determination was made to add three
additional objectives to the course. These objectives ensure students receive appropriate assistance as
it relates to connecting academic and career planning, to developing necessary skills for participation in
the University community, and to develop lifelong skills in managing resources, maintaining healthy
lifestyles and meeting the responsibilities of citizenship. The redesign process resulted in adding three
online modules for students to complete. These modules include a career assessment called FOCUS
II, MyStudentBody.com, a module that provides information regarding alcohol, illegal drug usage and
sexual violence prevention, and Searchpath, which are information literacy modules developed by the
faculty in Kent Library. Given the addition of the online modules, all sections of UI100 are now coded as
“Lightly Blended” so as to give faculty some autonomy in setting up their sections.
In fall 2016, the Provost formed a UI100 Task Force to review the course and its effect on retention. At
the Provost’s direction, the UI100 Advisory Committee drafted a revised course syllabus and outline in
order to address the issue of retention. The University Studies Council and other interested parties will
review the suggested changes and any course changes will take place beginning fall 2018 and be fully
implemented in fall 2019.
UI100 is required of all students who enter the University with fewer than 24 credit hours. The course is
offered in the fall and spring semesters, although the vast majority of students enroll in the fall
semester. The course is taught in small sections with the ideal cap set at 28 students for regular
sections and 25 for honors sections. UI100 is a 3 credit hour course.

6

WHY DO STUDENTS HAVE TO TAKE THIS
COURSE?
UI100 is designed to be different than any other course you teach. Because it is not necessarily a
discipline-driven course it can be challenging to create a course that reflects the theme as well as
ensuring inclusion of the required activities that may not have anything to do with your theme. It is
important for you as the instructor to understand the purpose of the course before you teach it so you
can explain it to your students.
If this is your first time teaching UI100, you will quickly find out that one of the most frequently asked
questions by students “why do I have to take this course?” I would encourage you to address this
question before they have a chance to ask it.
There are two compelling reasons we require new students to take UI100. The first is to help them
become successful in meeting the academic demands they will face throughout their undergraduate
years. They will be introduced to the library and how to become more information literate; they will learn
how to think critically and communicate effectively; they will appreciate why it is important to be a
liberally educated human being; and they will gain an understanding of the University Studies program.
The second reason is to help students learn about resources so they can be successful members of the
university community. They will begin to think critically about their choice of major and how they
connect their academic and career planning; they will be educated on negative behaviors that can
adversely affect their academic performance and quality of life; and they will discover other resources
that will contribute to their overall success and well-being, both during their undergraduate years and
throughout their lives.
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CHARACTERISTICS OF SUCCESSFUL FIRST-YEAR
SEMINARS
The researchers Betsy Barefoot and Paul Fidler have developed a list of characteristics they have
found that make up a successful first-year seminar. The characteristics are as follows:
1. They carry academic credit.
2. They are centered in, rather than tangential to, the first-year curriculum, serving as an integral part
of general education, core, or major requirements.
3. They include academic content – often extra or interdisciplinary content that is woven into essential
process elements such as study skills, library use, writing, etc.
4. Faculty are involved in all stages of program design and instruction.
5. Student affairs professionals are also involved in all stages of program design and
instruction.
6. Instructors are trained in basic methods of group facilitation and active learning pedagogies: Course
process becomes as important as course content.
7. Instructors are paid or otherwise rewarded for teaching the seminar.
8. Upper-level students are involved in course delivery.
9. Courses are evaluated on a regular basis, and results of this evaluation are made available to the
entire campus community.

REFERENCE:
BAREFOOT, B., & FIDLER, P. (1996). THE 1994 NATIONAL SURVEY OF FRESHMAN SEMINAR PROGRAMS:
CONTINUING INNOVATION IN THE COLLEGIATE CURRICULUM (MONOGRAPH 20). NATIONAL RESOURCE
CENTER FOR THE FIRST-YEAR EXPERIENCE AND STUDENTS IN TRANSITION, UNIVERSITY OF SOUTH
CAROLINA.
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UI100: FIRST-YEAR SEMINAR COURSE SYLLABUS
COURSE INFORMATION
Course Number: UI100
Course Title: First-Year Seminar
Description:

A seminar which introduces students to the concepts of communication,
critical thinking, and information literacy along with helping students make
a successful transition to life at Southeast and engage in a diverse world.
Required of all students entering the University with 23 or fewer credit hours
(University Studies course) (3 hrs.)

Credit Hours: 3 credit hours
Semester: Fall 2018
Class Meeting Times and Locations:
INSTRUCTOR INFORMATION
Instructor:
Email:
Office Phone:
Office Location:
Office Hours:
WHOM TO CONTACT WITH CONCERNS
“Questions, comments or requests regarding this course or program should be taken to your
instructor. Unanswered questions or unresolved issues involving this class may be directed to (insert
department chair/supervisor name).”
COURSE LEARNING OUTCOMES
Course Learning Outcomes:
1. Students will research and evaluate information, ideas, claims, and arguments using a variety of
source types.
2. Students will demonstrate effective written communication skills.
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3. Students will demonstrate an understanding of living in a diverse and changing world.

COURSE OBJECTIVES
I.

Research, Inquire, and Integrate – As a result of this course, students will…
a. develop critical thinking skills and creative capacities with the purpose of solving problems.
b. develop information literacy skills in researching and evaluating information, ideas, claims,
and arguments.
c. identify and articulate their skills, strengths, knowledge, and experiences and begin to align
academic and career interests.
d. continue their orientation to college life and become acquainted with university resources,
organizations, and the structure of Southeast Missouri State University.

II.

Express and Communicate – As a result of this course, students will…
a. develop written, oral, electronic, and visual expression skills to discover and articulate ideas
and viewpoints.

III.

Engage in a Diverse World - – As a result of this course, students will…
a. examine how their background and experiences impact their values and assumptions and
explain the influence these have on their relationship with others.
b. explore and reflect on their motivation for their participation in and their role within the
Southeast Missouri State University academic community.
c. examine and explain the value of living in a diverse, interconnected, and changing world.
d. engage in constructive, responsible, and ethical behavior in the classroom, campus, and
larger communities.

ACCESSIBILITY STATEMENT
SOUTHEAST MISSOURI STATE UNIVERSITY’S ACCESSIBILITY PLAN
Southeast Missouri State University will take such means as are necessary to insure that no qualified
disabled person is denied the benefits of, excluded from participation in, or otherwise subject to
discrimination because Southeast Missouri State University’s facilities are physically inaccessible to, or
unusable by disabled persons. The accessibility standard required by Federal law for ‘existing facilities’
is that the recipient’s program or activities when viewed in its entirety, must be readily accessible to
disabled persons.
Southeast Missouri State University may meet this standard through such means as reassignment of
classes, or other services to accessible locations, redesign equipment, assignment of aides, alterations of
existing facilities, and construction of new accessible facilities. Southeast Missouri State University is
not required to make structural changes in existing facilities where other methods are sufficient to
comply with the accessibility standard described above.
Because scheduling classes, coordinating accommodations, and arranging housing in accessible facilities
may require reasonable advance planning, students with disabilities accepted for admission should
identify themselves and their disability within five days of the start of the semester of enrollment and
indicate the nature of accommodation needed for their disability.
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For more information, see the Disability Services page or contact Disability Services, Dearmont Hall,
Wing B1 One University Plaza MS2030, Cape Girardeau, MO 63701; (573)651-5927.
ACADEMIC HONESTY
This course follows the University Academic Honesty Policy and you can find the link here:
http://www.semo.edu/facultysenate/handbook/5d.html.
CIVILITY AND HARASSMENT
A major determinant of a successful educational experience is a shared sense of respect among and
between the students and their instructor. Some of the content we will discuss may cause disagreements
among members of the class. Multiple viewpoints are an essential component of any college course, and
disagreeing with someone is fine. However, rude, disrespectful, aggressive, offensive, harassing, or
demeaning behavior —either face-to-face or in an online discussion—toward anyone in the class will
not be tolerated; students are expected to abide by the Code of Student Conduct
http://semo.edu/pdf/stuconduct-code-conduct.pdf. Should a student feel someone has acted
inappropriately toward them in class, please speak with the instructor at once so the situation can be
addressed. The instructor for the course reserves the right to ask a student to leave the classroom or the
online discussion for any inappropriate behavior, and if the situation warrants, may call campus security
to remove the offending student from class.
GRADING SCALE AND POLICIES
The grading scale for UI100 courses is:
90%-100% = A
80%-89.9% = B
70%-79.9% = C
60%-69.9% = D
0%-59.9% = F
Include your policy on late work and expectation of response time for grading material.

COURSE-SPECIFIC REQUIRED MATERIALS
Course Textbook: First-Year Seminar: Connecting to Southeast (2nd edition, 2018)

FINAL EXAM SCHEDULE
Final Exam Place: Include the location of the final exam.
Final Exam Date: Include the date of the final exam.
Final Exam Time: Include the time of the final exam.
COURSE CONTENT
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UI100 Proposed Course Outline
Note: Course content may be moved around to suit the instructor during the course of the semester. Please have
students complete the academic advising/career development work prior to the seventh week of the semester.
Information Literacy sessions should be scheduled at a time that supports a particular research assignment. Please
contact your librarian to ensure the timeliness of the visit.
*Denotes required assignment all students must complete
WEEK

Week 1

TOPIC





Understanding the Syllabus
Introduction to the Southeast
Community
Connecting with Southeast

OBJECTIVE(S)

I.d.
III.d.






Week 2




Understanding the History of Southeast
Developing an Understanding of Why
You are in College

II.a.
III.b.





Week 3



Concepts of Information Literacy (this
topic is embedded in everything we will
do this semester)

I.b.
II.a.







Week 4



Concepts of Information Literacy

I.b.
II.a.
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EXAMPLE
ASSIGNMENTS/
CLASSROOM
ACTIVITIES
Syllabus Quiz
Textbook: Read “Why
College?”
Building a Classroom
Community Creed
Interviewing a
Southeast Student
Textbook: Complete
the Reflection
Questions in the “Why
College?” section
Complete "My College
Life Plan" in Textbook
History of Southeast
Activity
Textbook: Read and
complete the activities
in “Finding and
Evaluating Information
Literacy”
Walking Tour (if
haven’t already
completed)*
Student or Scholar?
Creating a Research
Question Activity
Internet Search Tools
vs. Databases
SADIE (Searching,
Analyzing, and
Documenting
Information
Effectively Tutorial)
to meet CLO #1*
Class meeting with
assigned faculty
librarian to work on
a research




Week 5



Communication (this topic is embedded
in everything we will do this semester)

II.a.








Week 6



Academic Advising, Registration &
Career Planning

I.a.
I.c.
I.d.
II.a.





Week 7



Academic Advising, Registration &
Career Planning

I.a.
I.c.
I.d.
II.a.







Week 8



Critical Thinking & Diversity

I.a.
II.a.
III.a.
III.b.
III.c.





assignment of your
choosing* (Submit
your research
assignment to your
assigned librarian in
advance)
Textbook: Read “The
Writing Process.”
Editing Activity
Writing Assignment
to meet CLO #2*
Textbook: Read “The
Writing Process.”
The Writing Process
Editing Activity
Tips for Public
Speaking
Creating a Speech
Outline
Oral Presentation
Assignment*
Textbook: Read and
complete the activities
in “Academic
Advising and
Registration at
Southeast.”
Southeast
Undergraduate Bulletin
Scavenger Hunt
Academic Advisor
Presentation*
Career Assessment*
Career Services
Presentation
Career assessment
reflection paper
Career research project
assignment
Career portfolio
assignment
Textbook: Read
“Critical Thinking,”
“Being Culturally
Competent in the 21st
Century,” & Creativity
& Critical Thinking”
and complete activities
Choose one of five
Diversity Activities to
meet CLO #3*
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Week 9



Week 10



THANKSGIVING BREAK/SPRING
BREAK
Critical Thinking & Diversity

I.a.
II.a.
III.a.
III.b.
III.c.








Week 11



Academic Integrity & Information
Literacy

I.b.
III.d.








Week 12



Week 13



Responsible Redhawks including
Student Conduct, Time Management,
Healthy Relationships, Financial
Literacy, and Mental and Physical
Wellness
Responsible Redhawks including
Student Conduct, Time Management,
Healthy Relationships, Financial
Literacy, and Mental and Physical
Wellness

I.d.
II.a.
III.d.



I.d.
II.a.
III.d.






Week 14



Responsible Redhawks including
Student Conduct, Time Management,
Healthy Relationships, Financial
Literacy, and Mental and Physical
Wellness

I.d.
II.a.
III.d.






Values Auction
Activity
My 30 Values Activity

Textbook: Read
“Communicating
Across Languages &
Cultures.”
Social Barometer
Exercise
Who Stays? Activity
Jury of Your Peers
Activity
Connect the Dots
Activity & Discussion
Cross the Line Activity
20 Integrity Activities
Academic Honesty
Case Studies
"Is This a Violation of
the Student Code of
Conduct?" Activity
Citations and
Plagiarism
Center for Writing
Excellence
Presentation
Textbook: Read the
“Responsible
Redhawks” section and
complete the activities
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Textbook: Read the
“Responsible
Redhawks” section and
complete the activities
Campus Violence
Prevention Program
Presentation
Office of Student
Conduct Presentation
The Worst Time
Wasters
Making a Schedule
Based on Your
Priorities
Sexual Violence
Prevention Program
Video & Quiz*
MyStudentBody.com
Modules



Week 15



Student Involvement & Finding Your
Place

I.d.
III.c.
III.d.








Week 16




Final papers and/or presentations due
Overview of Academic Resources

FINALS
WEEK



Final Exam

Depends on final
projects



Wellness Wheel
Inventory
Drinking Your Dollars
"Fact or Crap" Activity
Textbook: Read
“Finding Your Place”
and complete the
activity
First-Year Plan for
Student Engagement
Engagement
Experience Reaction
Paper
Campus Life
Presentation
Textbook: Read the
“Academic Resources”
section
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COURSE LEARNING OUTCOME REPORTING
PLEASE NOTE: Follow the below instructions to submit UI100 CLOs.
To enter Course Learning Outcomes:
1.

Open your internet browser and go to: http://cstl.semo.edu/SLO/Report

2.

Once you arrive at the Reporting Page, enter your Southeast Key Username and
Password and click "Login."

3.

On the Course Section Selection page, click the drop down option and select the course/section
that you want to report CLOs for. Upon selecting it you will automatically be taken to the next
page in the process.

4.

On the entry page, for each CLO, enter the number of students assessed and the
number of students who met that assessment. Once you have all of these numbers
entered, click "Next." Note: A number must be entered for each CLO or you will receive a
warning message for each CLO not entered correctly.

5.

Next, on the Review page you will have the opportunity to review the numbers you have
entered. If you need to make any changes, click the "Back" button on the page in order to
return to the previous page and make any necessary changes. If all entered information is
correct, click "Send CLO Report" to submit your data.

6.

You will then be returned to the Course Section Selection page. Any classes with CLO reports
already submitted will be listed accordingly. If you need to report CLOs for any additional
courses/sections, the courses can be selected from the dropdown to repeat the process. If
you have no further data to enter, click "Logout" to exit the report tool.
For technical questions on using this reporting tool, please contact Floyd Lockhart in OIT at
lockhart@oit.semo.edu or x2298
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UI100 REQUIRED ASSIGNMENTS – FALL 2018
*Assignments highlighted in grey are CLOs*
ASSIGNMENT

ITEM #1:
Kent Library
Walking Tour

DESCRIPTION
Kent Library faculty
developed a self-guided
walking tour that includes
embedded activity
questions.

Additional
information on
page 27

ITEM #2:
SADIE
(Searching,
Analyzing, and
Documenting
Information
Effectively)
Additional
information on
page 41

ITEM #3:
Class Meeting
with assigned
Faculty Librarian
Additional
information on
page 27

ITEM #4:
Written
Assignment

ITEM #5:
Oral
Communication

SADIE is an online, selfpaced tutorial in which
students begin to learn
the basics of research in
an academic context.
SADIE consists of four
modules with four quizzes
in Moodle. All modules
and accompanying
quizzes are required.

A Kent Library faculty
member is paired to work
with your UI100 section.
They will facilitate a
session with your
class/es centered on a
research assignment of
your choosing.

HOW STUDENTS COMPLETE
Students should visit the Reference
Desk on the third floor of Kent Library
to pick up their copy of the tour. The
tour begins and ends at the Reference
Desk. Staff at the Reference Desk
score students’ answers. This
assignment can be done as part of a
class or assigned to students as
homework. The Walking Tour is
waived for regional campus and online
sections of UI100.
Students will review the module
information then take each
corresponding quiz in Moodle. Quizzes
1, 2, & 3 are all worth 10 points and
quiz 4 is worth 5 points for a total of 35
points. The modules and quizzes are
in the UI100 Master Course where you
are listed as faculty. You can import
the modules/quizzes into your own
Moodle section of UI100.
To meet CLO #1, students must
complete quizzes 1, 2, and 3 with a
score of 8/10. Quiz 4 must be
completed with a 4/5.

To schedule your Information Literacy
Session, please contact the library
faculty member who is assigned to
your section. These sessions are held
in Kent Library 215 and your library
faculty member will reserve the space.

Your students should
complete at least one
writing assignment over
the course of the
semester.

The type of writing assignment is up to
you. Use your own rubric to assess
your students’ written work as well as
well as determining what qualifies as
having “met” this CLO.

Each student is expected
to deliver at least one

The type of speech assignment is up
to you.

QUESTIONS?
Please contact
Theresa HaugBelvin with UI100
at
tbelvin@semo.edu
or Katlyn Griffin
with Kent Library at
kgriffin@semo.edu.

Please contact
Katlyn Griffin with
Kent Library at
kgriffin@semo.edu
with any questions
about this
assignment.

Please contact
Katlyn Griffin with
Kent Library at
kgriffin@semo.edu
if you do not know
your assigned
librarian.
Please contact
Theresa HaugBelvin at
tbelvin@semo.edu
if you have
questions about
this assignment.
Please contact
Theresa HaugBelvin at
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Assignment

speech during the
semester.

ITEM #6:
Academic
Advisor
Presentation

An academic advisor is
paired with your UI100
section. Your advisor will
deliver a presentation to
your class.

Additional
information on
page 24

ITEM #7:
Focus 2 Career
Assessment

The Focus 2 is a required
career assessment.
Students should complete
Focus 2 during the first
six weeks of the
semester.

Additional
information on
page 84

ITEM #8:
Diversity Activity
Additional
information on
page 57

ITEM #9:
Sexual Violence
Prevention
Content & Quiz
Additional
information on
page 100

In order to help students
learn to engage in a
diverse world, students
must complete one of five
suggested diversity
activities beginning on
page 57.
UI100 students will view
information on sexual
violence prevention and
take a quiz with a 60%
pass rate.

tbelvin@semo.edu
if you have
questions about
this assignment.
To schedule your advisor presentation,
please contact the academic advisor
who is assigned to your section. These
sessions are held in your classroom
and generally take around 45-60
minutes, depending on how many
questions students have.

Please contact
Theresa HaugBelvin at
tbelvin@semo.edu
if you do not know
your assigned
academic advisor.

Students complete by logging into
Focus 2
(https://www.focus2career.com/Portal/
Login.cfm?SID=436) and completing
the “My Career Planning Readiness”
and “My Academic Strengths”
sections, and each of the five
assessments in the “Self-Assessment”
section.

If you have a
student who cannot
access the
assessment
through the
website, you can
contact (or have
the student contact)
Career Services at
careerservices@se
mo.edu.

Faculty are responsible for tracking
student completion. You can either
have them print off the Menu page
showing the assessments are 100%
complete, or you can have them save
that page as an image or PDF and
they can upload it to a drop box on
your course webpage.
Please choose one of the five
assignments (you are welcome to do
more!) and have your students
complete the activity. You can
determine what qualifies as having
“met” this CLO.
Students view the presentation at:
http://prezi.com/wxyz5oruxb1f/?utm_ca
mpaign=share&utm_medium=copy&rc
=ex0share.
The quiz is delivered via a method
preferred by the instructor. The quiz is
emailed to every instructor prior to
each semester and available on page
100 of this manual.

Please contact
Theresa HaugBelvin at
tbelvin@semo.edu
if you have
questions about
this assignment.
Please contact
Theresa HaugBelvin at
tbelvin@semo.edu
if you have
questions about
this assignment.

19

SECTION 3
COURSE RESOURCES

TABLE OF CONTENTS
UI100: First-Year Seminar Textbook ....................................................................... 21
Academic Advisors.................................................................................................. 23
Advising Syllabus .................................................................................................... 24
Information Literacy Sessions & Kent Library Walking Tours.................................. 26
Communication Resources ..................................................................................... 27
Campus Partner Presentations ............................................................................... 28
Moodle UI100 Master Class .................................................................................... 29
Characteristics of Honors Courses............................................................................... 30
UI100: First-Year Seminar Course Evaluations ...................................................... 31

20

UI100: FIRST-YEAR SEMINAR TEXTBOOK
First-Year Seminar: Connecting to Southeast
2nd Edition, 2018, Published by XanEdu
The UI100 Advisory Committee has created a completely custom textbook written by faculty, staff, and
students from Southeast Missouri State University to be used in UI100 classes this fall and spring.
Beginning fall 2018, we will use the 2nd edition.
The purpose of this textbook is to introduce students to pertinent Southeast Missouri State University
information during their first semester. The Table of Contents is listed below. We strongly encourage
you to incorporate several sections of this textbook into your coursework.
Students will purchase the textbook at Southeast Bookstore.
TABLE OF CONTENTS
Section One: Southeast Missouri State University
Chapter One: Why College? by Theresa Haug-Belvin and Deborah Below
Chapter Two: The Purpose of General Education by Bethany Alden-Rivers
Chapter Three: The History of Southeast Missouri State University by Adam Criblez and
Roxanne Dunn
Section Two: Information Literacy & Kent Library
Chapter Four: Finding and Evaluating Information by Barbara Glackin and Katlyn Griffin
Chapter Five: The History of Kent Library by Roxanne Dunn and Tyson Koenig
Section Three: Critical Thinking
Chapter Six: Critical Thinking by Allen Gathman
Chapter Seven: Being Culturally Competent in the 21st Century by Shonta Smith
Chapter Eight: Creativity and Critical Thinking by Caroline Kahler
Section Four: Communication
Chapter Nine: The Writing Process by Missy Nieveen Phegley and Michael Heath
Chapter Ten: How to Construct a Great Speech by Brooke Hildebrand Clubbs
Chapter Eleven: Communicating Across Languages & Cultures by Breanna Walling
Globalization by Kevin Timlin
Chapter Twelve: Interacting with Faculty at Southeast Missouri State University by Kris
Baranovic and Theresa Haug-Belvin
Chapter Thirteen: Social Media Communication by Katie Amrhein
Section Five: Academic & Career Planning
Chapter Fourteen: Academic Advising and Registration by Sandra L. Hinkle and Carol
Heisserer
Chapter Fifteen: Career Planning: What First Year Students Need to Know by Jennifer L.
Nelson and Michele Tapp
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Section Six: Finding Your Place
Chapter Sixteen: Campus Involvement: Finding Your Place by Michele Irby
Chapter Seventeen: Student Perspectives
Getting Involved at Southeast Missouri State University by Gabe Harman
Involvement at Southeast by Anthony Shepard
Student Involvement by Taylor Shivelbine
My Involvement Journey by Justin Ovalle
Section Seven: Responsible Redhawks
Chapter Eighteen: Student Conduct by Kasey Fraser-Smith
Chapter Nineteen: Time Management by Bruce Skinner
Chapter Twenty: Healthy Relationships by Donna St. Sauver
Chapter Twenty-One: Mental Wellness by Torie Grogan and Mary Ann Farmer
Chapter Twenty-Two: Physical Wellness and Fitness During the College Years by Sara
Wagganer
Chapter Twenty-Three: Financial Literacy by Linda Williams
Section Eight: Academic Resources
Chapter Twenty-Four: How to Use Moodle by Kris Baranovic
Chapter Twenty-Five: How to Read a Chapter in any Subject by Larry Bohannon
Chapter Twenty-Six: Test Anxiety and You: The Who, the What, and the How to Overcome by
Kirsten LaMantia, Sara Dee, and Korey Crum
Chapter Twenty-Seven: Mathematics Learning Centers by Laurie Overmann and Cheryl
McAllister
Chapter Twenty-Eight: The Writing Lab by Jennifer Weiss
Chapter Twenty-Nine: University Tutorial Services by Valdis Zalite, WyKeshia Atkins, and
Rashaun Henry
Chapter Thirty: Online Learning at Southeast by Chelsea McNeely
Chapter Thirty-One: Southeast Slang by Katie Foshee
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ACADEMIC ADVISORS
A professional academic advisor will be paired with you to serve as a resource for your UI100
section(s). Your academic advisor’s name and contact information will be distributed at the August
training.
One of the required assignments for the course is to have your academic advisor deliver a presentation
to your class. The advisors will cover the following information:
 Knowing their Advisor
 Knowing their Academic Standing and Enrollment Dates
 How to Schedule their Advising Appointment
 How to Declare and/or Change their Major
Your assigned academic advisor will serve as a resource for you and your students. Advising
experiences are critical for students and their success in college. If students understand early on what
is expected of them as it relates to their degree requirements then there is a greater chance they will be
more successful.
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INFORMATION LITERACY SESSIONS &
KENT LIBRARY WALKING TOUR
Written by Claudia Ruediger, Professor & Information Literacy Coordinator for Kent Library
Information Literacy Sessions
A Kent Library faculty member is paired to work with each of your UI100 section(s). They will teach
information literacy session(s) for your section(s) and will serve as a resource for you and your
students. Katlyn Griffin kgriffin@semo.edu will send you an email several weeks prior to the beginning
of the semester informing you of your assigned library faculty member.
Information literacy sessions are most relevant to students when the instruction is grounded in a
specific class assignment and timed to take advantage of that assignment. As a UI100 course
instructor, you choose when the most appropriate time during the semester would be for this instruction
and schedule accordingly. You can also schedule multiple sessions for your section(s) in order to work
on various aspects of an assignment/project or cover several different activities. Information literacy
classes are generally held in Kent Library room 215. ITV and other options are available for sections
taught at the Regional Campuses.
Kent Library faculty will tailor sessions to course-specific projects and research topics and create
instructional materials just for your section(s). They can also work with you on developing information
literacy assignments.

Self-Guided Walking Tour of Kent Library
Many students come to Southeast with little experience using libraries. To help them navigate Kent
Library, library faculty developed a self-guided walking tour that includes embedded activity questions.
Print copies of the Walking Tour are available at the Kent Library Reference Desk, as the tour begins
and ends at the Reference Desk on the Third Floor. Staff at the Reference Desk score students’
answers for the activity questions.
When the reference desk is closed, students may take their tours to the Circulation Desk on the Main
Floor to have them scored. Library faculty recommend that your students complete the tour early in the
semester as it gets students in the door early on and offers them a low-anxiety experience with the
Library’s services and resources.
The Walking Tour is a required assignment in UI100. This requirement is waived for regional campus
and online sections.
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COMMUNICATION RESOURCES
The Writing Lab
The Writing Lab, located in Memorial Hall 103, provides face-to-face writing support to members of the
University community. The tutors in the Writing Lab will:




Help your students with their writing at any stage of the process.
Provide help on a drop-in and appointment basis.
Offer in-class presentations.

The Writing Lab, located in Memorial Hall 103, provides face-to-face and online writing support to
members of the University community.

Speaker’s Lab and Library – Department of Communication Studies
The Speaker’s Lab is the physical space that houses the various components of the Speaker’s
Resource Center.
The lab features video recording and playback equipment (for speech rehearsal) and a meeting place
for tutors (in the Speaking Across the Curriculum program) to work with students.
The Speaker’s Lab & Library is located in Academic Hall Room 208. Walk-ins are welcome, but please
have your assignment sheet and written work (or flashdrive) with you.
For more information, contact the Department of Communication Studies at commstudies@semo.edu.

UNIVERSITY BULLETIN
Early in the semester – normally by the fourth or fifth week – you will receive a box of University
Bulletins from the Registrar’s Office. Please distribute these Bulletins to your UI100 students.
If you have any remaining Bulletins, send them back to the Registrar’s Office.
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CAMPUS PARTNER PRESENTATIONS
Over the course of the semester, you may want to have a guest speaker from one of our campus
partners. Below you will find a list of the most commonly utilized guest presenters in UI100 courses and
contact information.
Academic Advising –Advising responsibilities for students, registration, student records and portal,
declaring/changing majors & minors.
Carol Heisserer, Senior Coordinator-Collaborative Advising Center - cheisserer@semo.edu.
Academic Support Centers – Includes Learning Assistance Programs, Educational Access Programs,
Student Support Services, and McNair Scholars Program. Discussions include tutoring, other support
program assistance, and financial literacy.
Contact 651-2273 to discuss presentation opportunities
Active Shooter Training – Training to educate a proactive response and approach to violent intruder
events.
Department of Public Safety at 651-5923 or dps@semo.edu
Campus Life –Involvement and leadership opportunities.
Contact Office of Campus Life at 651-2280
Campus Violence Prevention Program – Provides programs on the realities of violence, sexual assault,
and stalking.
Donna St. Sauver, Coordinator – CVPP@semo.edu or 986-6899
Career Services – FOCUS review, career/major exploration, career preparation, resumes, cover
letters, and interviewing. Career Services has created a special UI100 class presentation. Be sure to
click that option when requesting a presentation, if that is what you desire.
Request a presentation by vising the website at semo.edu/careers
Counselor Education Training Clinic – The clinic offers private counseling sessions that are free and
confidential to all students. Graduate level interns will work with students on concerns of homesickness,
anxiety, depression, relationship concerns, grief and loss, academic concerns, family problems,
roommate conflicts, low self-esteem, drug or alcohol use, oppression, LGBTQ and identity, sleep
difficulties, and more. Group counseling is offered for test anxiety, performance anxiety, athlete post-op
transition, and more.
Dr. Kirsten LaMantia, Counselor Education Training Clinic Coordinator – klamantia@semo.edu or 6512399
Involvement Ambassadors – Current Southeast undergraduate students provide information on how to
get involve to strengthen campus involvement and increase retention.
Contact getinvolved@semo.edu
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LGBT Issues Campus Life – 651-2280
Office of Student Conduct –Student Code of Conduct and the judicial process.
Dr. Randy Carter, Assistant Dean of Students – lrcarter@semo.edu
University Counseling & Disability Services –Counseling services, stress and wellness management,
and disability services.
Contact 986-6191
Writing Center –Services provided and can give tutorial on specific writing styles
Marge Phillips, Administrative Assistant – mphillips@semo.edu

MOODLE UI100 MASTER CLASS
FACULTY:
As a faculty member teaching UI100, you have been enrolled in the UI100 Master Course in Moodle.
This site gives you access to a listing of all of the required assignments including the SADIE modules
and quizzes and the Sexual Violence Prevention Program content and quiz.
In order to administer these two quizzes, you will need to import them into your UI100 Moodle section
so your students can access them. If you have any questions about the import process, please contact
CSTL at 573-651-2298.
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CHARACTERISTICS OF HONORS COURSES
I.

Honors courses:
a) should emphasize
1) creative and active learning
2) fundamental principles and implications
3) intellectually-demanding issues and problems
b) have a greater reliance on
1) class discussions
2) question-and-answer sessions
3) collective and individual problem solving
4) student-conducted research and independent readings
5) current issues and problems in the discipline
6) the historical development of the discipline
7) the nature of professional activity in the discipline
c) should use a variety of learning resources
1) primary sources
2) professional journals
3) field trips
4) conferences
5) performances

II.

We certainly want you to challenge our honors students intellectually; to have them think deeply,
carefully and rigorously about the concepts being studied; and to ultimately have them produce
quality work. Keeping that in mind, methods of student evaluation for honors courses should be
consistent with the teaching strategies and learning resources used in the course. The grading
criteria and grading scale for honors courses should be equivalent to that used in non-honors
sections of the same course.

III.

To summarize in a few words, honors courses should be characterized by the active involvement
of students in the scholarly processes that are appropriate to your discipline and related
disciplines, rather than by the amount of work that is required or by the difficulty of attaining a
particular grade. The focus should be on the quality of the learning experiences, rather than the
quantity of the work.

IV.

Additional items to consider for your honors course:
a) Plan at least one co-curricular or extra-curricular activity
b) Use the Honors House as an important resource for your honors course. We have a computer
lab, wireless access, large screen TV, and a classroom with a smartboard and tech package
at the Honors House. Please consider scheduling some classes and office hours at the
Honors House. We want to maximize the potential of this unique resource!
c) Select IDEA objectives as Essential or Important that are characterized by higher-order
thinking as well as that are indicative of a variety of teaching strategies
d) Consider extra IDEA questions related specifically to your honors course
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UI100: FIRST-YEAR SEMINAR COURSE
EVALUATIONS
Assessment is a critical component to any successful program or course. Collecting information about
the efficacy of our work is an essential ingredient in fostering continual improvement. Evaluating your
class allows you to demonstrate performance, discover where improvements can be made to the
design of the course or the delivery methods, and identify good practices and lessons for the future.
Most importantly, these evaluations are intended to be a positive learning experience. UI100: FirstYear Seminar is evaluated every semester the course is taught. You will use the SmartEvals
standard questions along with ten additional questions to assess the course.
Here are a few key pieces of information you may find useful when administering your SmartEvals:






You do not need to request your UI100 evaluations through Moodle. UI100 evaluations are
automatically generated by CSTL.
There will be ten additional UI100-specific questions added along with the standard questions in
SmartEvals. The additional questions are listed on the next page.
On the day SmartEvals opens (usually during the last two weeks of the semester), your students
will receive an email with a link to the course evaluation. The additional questions for UI100 will
already be added for you.
You will have the ability to log into www.semo.smartevals.com and use the Edit function to send
reminder emails to your students. These reminder emails will only be sent to students who have not
completed the evaluation.
If you are inclined, you may want to send an email to your students letting them know they will
receive the evaluation email. Here is an example email you are welcome to adapt to your own use:
Dear UI100 Students –
On [insert date], you will receive an email with a link requesting you to complete the course
evaluation for UI100. Please do take the time to provide thoughtful feedback for this course and
all of your other courses. This evaluation will be available until 11:59 pm on [insert date]. Should
you have any questions, please let me know!



You will be able to access the results of your evaluations once the period for submitting final grades
has concluded. If you click on the Reports link in smartevals.com/semo.edu, you can view your
results. The Director of University Studies will also be able to access your UI100 results.

Questions concerning the formal evaluation process should be directed to Dr. Theresa Haug-Belvin, at
tbelvin@semo.edu.

31

SMARTEVALS UI100 ADDITIONAL QUESTIONS
FOR EACH STATEMENT BELOW INDICATE YOUR AGREEMENT OR DISAGREEMENT BY
CHOOSING A NUMBER USING THE FOLLOWING CODE:
STRONGLY
DISAGREE

DISAGREE

1

2

NEITHER
AGREE NOR
DISAGREE
3

AGREE

STRONGLY
AGREE

4

5

1. I developed a better understanding of how to use my critical thinking skills to better solve problems.
2. I developed information literacy skills in researching and evaluating information, ideas, claims, and
arguments.
3. I learned how to identify and articulate my skills, strengths, knowledge, and experiences to begin to
align my academic and career interests.
4. I became better acquainted with University resources, organizations, and the structure of Southeast
Missouri State University.
5. I developed a better understanding of how to discover and articulate ideas and viewpoints.
6. I examined how my background and experiences impact my values and assumptions and on their
relationships with others.
7. I explored and reflected on my role within the Southeast Missouri State University academic
community.
8. I examined the value of living in a diverse, interconnected, and changing world.
9. I learned how to engage in constructive, responsible, and ethical behavior in the classroom,
campus, and larger communities.
10. The UI100 textbook, First-Year Seminar: Connecting to Southeast, was helpful in achieving course
outcomes and with my overall transition to Southeast.
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SOUTHEAST MISSOURI STATE UNIVERSITY
SECTION 1 IN TEXTBOOK
CAROUSEL SYLLABUS ACTIVITY
Time Requirement:
25-30 Minutes
Material Needed:
 Course Syllabus
 Markers
 Flip Chart Sheets or Poster Boards
The instructor will briefly discuss with the class what information is available in the syllabus and provide
the students with instructions on the activity. The instructor will split the class into 5-6 groups. The
instructor will write the topics on the sheets which will be posted around the room.
Example topics include (Use topics from your own syllabus):
1. What is the purpose of this course?
2. How do I contact my instructor?
3. What is the grading policy?
4. What are the assignments?
5. What days/weeks will we have speakers in class?
6. What are the most important policies?
Instructions for students:
1. Each group will stand in front of one of the flip chart sheets.
2. When I say go, write down as many ideas as possibly fit that that topic. (You may refer to your
syllabus).
3. After one minute, when instructed, move to the next sheet and repeat the activity.
4. After students complete the activity, have one student from each group summarize the last
sheet their group visited.
5. Ask students to discuss what they learned from this activity and clarify the importance of the
syllabus.

34

Adapted from Claudia Lilie from Cleveland State University

COURSE SYLLABUS ACTIVITY
Instructions:
This activity can be done in or out of class. The directions below are written as if it was completed in
class.
Ask students to bring copies (or to be able to pull them up on a device) of two other syllabi from classes
they have this semester.
Create a worksheet containing questions about their syllabi for each student to complete.
Questions can include:
1. Name at least two course objectives from each of your syllabi.

2. Name at least two of the course level outcomes from each of your syllabi.

3. What are the office hours of all three of your instructors?

4. List the office hours for each of your instructors.

5. What materials or resources do you need for each class?

6. Do your instructors have policies concerning submitting late work? If so, what are they?

7. What is the grading policy for each course?

8. Do your instructors allow opportunities for extra credit?

9. Confirm the grading scale for each course.

10. When is your final exam in each of your courses?
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BUILDING A CLASSROOM COMMUNITY CREED
Instructions:
During this class session, students will discuss ideas to create a classroom creed based on their
values, ethics, and personal integrity. They will need to use their communication skills to articulate what
values will be the most important to their Creed.
Ideally, before this activity takes place, a discussion of the importance of academic honesty and civility
will have happened. This activity is one that can easily be integrated in class after a discussion of the
syllabus.
1. Break the class into groups of about 5 students.
2. Have the students develop a list of 2-3 values they believe a student should possess in order to
be a good, engaged member of the classroom.
3. Go around the room and have each group discuss what they have on their lists and why.
4. Write each value on the board as they are being discussed.
5. From the values listed on the board, have the class select the 5 they wish to have for a “Class
Creed.”
6. After the activity, discuss the definitions of values, ethics, and integrity and any differences
between them. Talk about the necessity of having common values in a community and the
advantages having a Creed provides. Discuss it on a small scale (their Personal Class Creed
they just created) and on a large scale (what it means to be a Southeast student). Finally,
discuss what should happen if someone violates a value of the Creed and what that means for
the classroom (or community) as a whole.
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Adapted from the University of South Carolina’s Faculty Resource Manual

INTERVIEWING A SOUTHEAST STUDENT
Instructions:
First-year students are at the beginning of exploring the culture of Southeast Missouri State University.
As they begin to discover what it means to be a Redhawk, interacting with former students can be a
meaningful learning experience. Through an interview with an upperclassman, first-year students may
begin to feel a more intense connection with the University.
1. Help students identify upperclassmen with whom they may be interested in interviewing.
Encourage them to reach out to a student within their major, their student senator, or a student
within an organization they are interested in joining.
2. As a class, develop questions that students would like to ask of their peers. These questions
should try to capture what the culture of Southeast is through the eyes of a student. They may
also want to inquire about what their lives were like as first-year students at Southeast and how
the University has changed since they were in their first-year.
3. Following the completion of the interview, have students write an essay or other reflective
writing comparing their experiences and perceptions of being a Southeast student to those of
the student they interviewed. They also may prepare a presentation titled “What it Means to be
a Redhawk.”
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ACTION PLAN
*NOTE: This activity appears in Why College? (Section 1, Chapter 1) of the First-Year Seminar:
Connecting to Southeast textbook.
The information below is offered as a general suggestion to get students started on putting together
their own plan (see next page).
Academic Goal: Earn a Bachelor of Science Degree in “Your Major”
Action Steps:
1.
2.
3.
4.
5.
6.

Develop an 8 semester degree plan with a defined date of graduation
Identify desired grade in the required courses for the major
Register for a tutor in “X” course
Attend Supplemental Instruction (SI) sessions, if offered
Submit papers to the Center for Writing Excellence for review
Spend time with faculty by joining an academic club, living in a learning community, working in
the department, or visiting with faculty during office hours
7. Review Occupational Outlook Handbook to identify key responsibilities tied to your profession.

Career Goal: Work in the field of (Occupation/Profession)
Action Steps
1.
2.
3.
4.
5.
6.

Work part-time in college to build skills associated with the profession
Join student organizations to improve skills associated with the profession
Attend campus events (name specific events in your plan)
Build a professional network
Study abroad
Register in REDHAWKjobs.com

Personal Goal: Identify goal(s) related to your health, interests, relationships
Action Steps
1. Maintain a planner to track your daily schedule
2. If the goal is related to personal health and wellness, schedule time to for recreation or try a new
activity
3. Join a student organization to explore new interests
4. If the goal is to save money, develop a budget, limit eating out, limit shopping
5. Pat attention to your student debt. Track your borrowing an limit the amount borrowed to what
you need.
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My College Life Plan

Academic Goal: ____________________________________________________
Action Steps:
1. _____________________________________________________________
2. _____________________________________________________________
3. _____________________________________________________________
4. _____________________________________________________________

Career Goal: ________________________________________________________
Action Steps:
1. _____________________________________________________________
2. _____________________________________________________________
3. _____________________________________________________________
4. _____________________________________________________________

Personal Goal 1: ______________________________________________________
Action Steps:
1. _____________________________________________________________
2. _____________________________________________________________
3. _____________________________________________________________
4. _____________________________________________________________

Personal Goal 2: ______________________________________________________
Action Steps:
1. _____________________________________________________________
2. _____________________________________________________________
3. _____________________________________________________________
4. _____________________________________________________________
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FINDING AND EVALUATING INFORMATION
SECTION 2 IN TEXTBOOK
INFORMATION LITERACY IN UI100
UI100 is the ideal setting to help first-year students begin to negotiate the information available to them.
Please work closely with your assigned academic librarian to create assignment/s that ensure students
are introduced to the resources at Kent Library.

SADIE (SEARCHING, ANALYZING, AND DOCUMENTING
INFORMATION EFFECTIVELY) *REQUIRED*
SADIE is an online, self-paced tutorial in which students begin to learn the basics of research in an
academic context. SADIE consists of four modules with four quizzes in Moodle. All modules and
accompanying quizzes are required.
Instructions
1. Faculty should import the SADIE Modules and Quizzes from the UI100 Master Course in Moodle
into their own Moodle section of UI100.
2. Once imported, make sure it is visible to your students once you have assigned it.
3. Students should complete each Module Lesson and complete each corresponding quiz.
4. Because the quizzes are now in your Moodle section, you are welcome to alter the due date for
them.
5. The quizzes have been set up so that students can take it as many times as they need to until the
due date you assign. Please don’t change that setting.
6. The first three quizzes are worth 10 points apiece and the fourth quiz is worth 5 points, for a total of
35 points.
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SOURCE EVALUATION WORKSHEET
Note for faculty regarding this Source Evaluation Worksheet: After students find sources for their
projects, it’s important for them to get into the habit of evaluating those sources! This worksheet is
designed to be a process that you can go through for any source (peer-reviewed journal article, blog
post, newspaper article, webpage) to determine if you can trust the information provided. This
worksheet was developed by Katlyn Griffin and Carl Hess. If you end up using it, let us know! We would
love to hear how it went.

This worksheet is designed to walk you through the process of determining if you can trust a
particular source. Some of the questions may not be answerable for every source you find, but
you should to consider these separate areas for each source you find.
1. What source are you looking at? (Title, link, enough to identify it)

2. What type of source is it? Example types: website, book, newspaper article, scholarly
journal article, magazine article, blog post, encyclopedia article, video, tweet, etc.

Publisher

3. Next, we will look at who published, posted, or shared the source. This can be a publication
such as a newspaper, journal, magazine, or blog; a book publisher; the owner of a website;
or the author(s) themselves.
3.1. Who published, posted, or shared this source?

3.2. In your opinion, how might who published this source affect how much you trust it?

3.3. Have you heard of this publisher before? If so, why in your experience should you trust
them?

3.4. What forms of quality control does this organization use before releasing a source?
This could be an editorial process, fact checking, peer review, or any other quality
control process.
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3.5. What is the mission or goal of the publisher? How might that affect what they choose to
publish?

3.6. Based on your answers, how does who the publisher is affect how much you trust this
source?

Author

4. Write down the author(s). Some sources may not have an author listed.

5. If you have heard of this author before, why in your experience should you trust them?

6. These next few questions will help you think through different ways an author may have
authority. Not all of these will be relevant to every source.
6.1. In your opinion, what does it mean that an author has “authority?”

6.2. What kind of first-hand or personal experience of the subject they are writing about
does the author have?

6.3. What type of academic expertise about the subject, such as a related advanced
degree, does the author have?

6.4. What kind of experience or training as a journalist, investigator, or researcher does the
author have?

6.5. Is the author drawing upon their experience as a member of a group of people that is
connected to the subject they are writing about?
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6.6. Having answered these questions, why do you trust your author(s) on this topic?

Perspectives

7. Now we will move on to the perspectives included in your source.
7.1. Think about the people affected by or involved with the topic of your source. List out
groups or types of people involved.

7.2. Of these groups/types of people, whose first-person perspectives are included in your
source? Whose perspectives are not included? Don’t forget to include the author’s
perspective.

7.3. How do you think the information in the source is affected by whose perspectives are
included?

Date

8. Why do you think when a source was published could affect how much you trust it?

9. When was this source published? Some sources may not identify when they were
published.

9.1. Can you tell if this source has been updated since it was originally published?

9.2. If there is also no updated date, are there clues that suggest when the last updates
took place (references to current events, etc.)?

9.3. How does the age of your source change how much you trust it?
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Final Reflections

10. Taking together everything you have written, why do you trust this source?

11. Think about how you usually determine whether to trust a source of information. How was
what you did in this worksheet different? How was it similar?

12. How do you think you might change how you determine whether to trust a source of
information in the future?

44

ARE YOU AN AUTHORITY?
Learning Outcomes:



Students will learn that authority is relative to the information need and to the level of knowledge of
the audience.
Students will learn that in some cases they can be authorities.

Instructions:
Step 1: Write down some traits (e.g, education) that would allow you to identify as authority on a
subject.
Step 2: Discuss authority—What is it? Who has it? How do you know? Write some ideas on the board.
Step 3: Identify an area that you know something about and write it down.
Step 4: Identify an audience for who you would be an “authority” in the area you identifies (those who
may have less experience in that area than you do).
Step 5: Identify an audience for whom you would not be an author (people with formal education in that
area, etc.).
Step 6: Summarize what your process in steps 1-5 and what you have learned about authority and who
can be one and post to a forum on Moodle.
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Adapted from Teaching Information Literacy Reframed by Joanna M. Burkhardt

WHO HAS THIS INFORMATION?
Knowing who might produce needed information can make it easier to find that information.
Brainstorming who collects different kinds of information is a useful exercise can help students think
about alternate sources of information. This activity can be done in class in pairs, large groups, or as a
class.
Learning Outcomes:



Students will learn to brainstorm who produces different kinds of information.
Students will learn to consider who produces certain types of information.

The instructor should provide the list of questions to the class. The questions below are examples that
can be altered or replaced with instructor-created questions.
Instructions:
For each question, think of at least two different organizations, groups, or people who could produce an
answer to the following questions.
How many square miles is Missouri?
1.
2.
What are the rules for polling places (places where people vote) in Missouri?
1.
2.
How many people died from gunshot wounds in the United State in 2010?
1.
2.
How long will it be before the polar ice caps melt?
1.
2.
How many different kinds of cancer are there?
1.
2.
When was Southeast Missouri State University founded? What was the original name?
1.
2.
After brainstorming, search Google (or another search engine) for sources of information about these
topics and find the answers. Note the source of the information that answered the question. Talk with
your group about if you found the answer in a place you expected.
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Adapted from Teaching Information Literacy Reframed by Joanna M. Burkhardt

CONFRONTING CONFIRMATION BIAS
Learning Outcomes:



Students will learn how confirmation bias impacts research results.
Students will learn about their own confirmation bias.

Students should pick their own topics for this exercise.
Instructions:
Select a controversial issue and state which side of the controversy you agree with and why.
Find at least 3 sources that support a different view of that controversy and answer the following
questions.
What reasons do the authors give for taking this side of the argument?
Did you learn anything new about the topic?
Did the authors offer any idea you had not heard before?
Did you learn anything about the people who support the other view of the argument?
Did you change your mind or soften your personal position as a result of reading this articles?
Did you discover any holes in your own thinking of the issue?
Did you discover that any of the ideas on either side of the argument need more investigation?
Did you discover any confirmation bias in your approach to this issue?

If you want students to turn in something from this activity, you can have them post a short reflection on
a Moodle forum.
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RESEARCH DIARY
A research diary is a log of the steps and thought processes researchers go through as they conduct
their research. A research diary gives you the opportunity to analyze and reflect on the process you go
through as you use retrieval tools to discover more about a topic. A diary helps you reflect on how you
searched for information, including both successes and failures. Your research diary will shed light on
what worked versus what strategies or tools you had to change in order to find research to support
your topic.
Learning Outcome: The learning outcome for this assignment is to conceptualize an effective research
strategy and then collect and interpret evidence.
You will write a total of four entries from different dates/times. Each entry must include the following
information:






Date and time of each search session
Name of resource(s) used: List the library research databases and search tools used (i.e. library
catalog, Academic Search Complete).
the search terms and search tools you used
strategies for improving your search
Any adjustments you made to either your topic or the way you searched for information on your
topic.

After completing your research project, you will write a reflection narrative based on these entries.
[Note for instructors: this reflection can be as long or short as you want.]
Some questions to have students answer for reflection [this will depend on how long you want the
reflection to be]:









Process of how you narrowed or broadened your research topic based on your initial search
attempts. Did you change your topic (either slightly or significantly) based on the available
information you found?
Process of how you located and chose which library research databases or search tools (e.g.
Academic Search Complete, library catalog) to search in. Which resources were most helpful?
Which were not as helpful? Which were the most difficult to use? Why?
What differences and similarities did you see among the different library research databases
and search tools?
What search strategies were helpful/not helpful? What questions did you ask yourself when you
initially evaluated your search results? How did you know your search strategy worked/didn’t
work?
Which search terms were best? What keywords and subject headings/subject tags were most
effective and useful for your research topic?

More information, a template, and a rubric can be found here:
http://libguides.lmu.edu/ld.php?content_id=13108775
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BEGINNING RESEARCH – BREAKING DOWN A TOPIC
1. Topic:
2. What do you know about your topic? For example:


Where? Does this topic have local, regional, national or global setting? Is there a
particular physical environment for this topic?



When? Do you want to research a current or historical view of this topic? What is
the time period?



Who? Are there specific names or groups of people involved? Consider gender,
ethnicity, age groups, occupations, etc. Who does this topic affect?

3. Use the answers from the previous questions to select a narrowed topic or focus.
Narrowed Topic:

4. For your narrowed topic, develop some keywords and synonyms that best describe your
topic.

Concept 1

Concept 2

Concept 3

OR

OR

OR

OR

OR

OR

5. What disciplines or subject areas might be interested in your topic?
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Source: Adapted from Karen Brown, University Libraries, University of South Carolina

TOPIC NARROWING ACTIVITY
Part 1: Model the Process
1. Display a broad topic or write it on a board or flipchart--e.g., IMMIGRATION
2. Instructor: "Am I thinking of immigration from the beginning of time to the present? No,
I'm going to limit my topic to a particular time period."
3. Write on the board: TIME: 1940s & 1950s
4. Instructor: "This is one of four limiters you can place on a topic in order to focus it."
5. Instructor: "Am I thinking of immigration worldwide, or in a particular area? This is the
second kind of limit you can use for a topic."
6. Write: PLACE: California
7. Instructor: "Now, am I thinking of everyone in California in the 1940s & 1950s, or some
specific person or group? This is the 3d limiter."
8. Write: PERSON/GROUP: Braceros
9. Instructor: "Finally, I can add one more limiter--an aspect or event."
10. Write: ASPECT/EVENT: living conditions
11. Instructor: "Now I've used all 4 limiters and have come up with the following
topic/argument: 'Poor living conditions for Braceros did not improve over the 10-year
period during which they worked in California, from the 1940s to the 1950s.'"
12. Instructor: "I'm not sure if this is a good researchable topic, but I'm going to try it. If I get
too few results, I may eliminate or broaden one of the limiters. If I get too many, I may
narrow a limiter, like picking a shorter date range, or just a single year."
Part 2: Small Group Process
1. Get the participants into small groups
2. Give all of the groups the same broad topic--e.g., DRUG LAWS or GENDER ROLE
3. Ask them to take 5 minutes to work together to identify limiters on the topic and to come
up with a topic sentence or argument
4. Ask each group to report back by listing their limiters and reading their topic sentence or
argument
Part 3: Individual Follow-up Homework (Optional)
1. Give each participant a worksheet divided into 2 columns with space at the top for their
names and a tentative topic for each column.
2. Ask them to write down limiters for each topics, and a topic sentence or argument
utilizing those limiters.
3. Review the two columns, select the one that seems most researchable and return the
worksheet with that topic circled and tips for getting started with their research.

(From UCLA Library, Teach Information Literacy and Critical Thinking! http://guides.library.ucla.edu)
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TOPIC BROADENING ACTIVITY
Directions:
1. Display this topic/argument: "Hispanic women 85 and older in L.A. need protection from
abuse in nursing homes."
2. Instructor: "Mary can't find enough information on her topic. Let's help her. Call out the
most important words in this topic."
3. Wait for learners to respond.
4. Display a list of the key words in the topic.
5. Instructor: "What are some broader, narrower or related words Mary could use to search
for more information on this topic?"
6. Write 3-4 responses on the board.
7. Instructor: "Here are some words I came up with...”.
8. Display: Latin*, Chican*; Senior Citizen*, Elderly; Los Angeles, California; Neglect,
Violen*; Long-Term Care
9. Instructor: "Why did I put asterisks at the ends of some of these words?"
10. Wait for responses.
11. Instructor: "The asterisk is a 'truncation' symbol or wildcard used by many databases. It
saves you time and broadens your search by telling the system to look for everything
that starts with the characters that precede it. So, Chican* will find Chicano, Chicanos,
Chicana, Chicanas."
12. Ask learners to write down their tentative research topics and circle the keywords.
13. Ask learners to work with a partner and help each other come up with 1 or 2 broader,
narrower or related words for each keyword.
14. Tell the learners to save their work for database searching.

(From UCLA Library, Teach Information Literacy and Critical Thinking! http://guides.library.ucla.edu)
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GENERATING SEARCH TERMS
Learning Outcomes:



Students will learn how to use a thesaurus to identify synonyms they can use in their search.
Students with learn to search for multiple keywords in a database.

Instructions:
Select a one-word topic.
What is your topic?

Using a thesaurus, look up your topic. Generate a list of synonyms for your topic.
What are some synonyms or related words?

Using a library database, perform a keyword search for your original one-word topic. Leave this list
open.
How many articles did you find?

Now (in a separate tap / window), do a keyword search using one of your synonyms.
How many articles did you find?

Compare the two lists of articles.
Are the articles on the first list the same as the articles on the second list?

In the search screen of the database, use both the original (e.g. kids) and the synonym you selected
(e.g. children). Type the two words on the same search box separated with the word OR (e.g. kids OR
children). Compare this list to the previous two.
Are the articles from the first two searches included in the third list?

Adapted from: Teaching Information Literacy Reframed Joanna M. Burkhardt
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CRITICAL THINKING
SECTION 3 IN TEXTBOOK
*NOTE: This activity appears in Critical Thinking (Chapter 6) of the First-Year Seminar: Connecting to
Southeast textbook.

ASSIGNMENT
1. Go to the web and find a meme that makes some kind of argument or claim that is fallacious in
some way.
2. Copy and paste the picture (with a URL, so we know the source) in a Word document.
3. Explain what the problem is with the meme, citing the ideas from the Critical Thinking section of
your textbook or other logical fallacies to make your case.
4. Try to apply the three questions: Says who? Where’s the evidence? Does the argument make
sense?
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BUILDING A SILENT CONVERSATION ACTIVITY
Use this discussion strategy to help students explore a topic and to engage all students, especially
those who are less likely to participation in discussions. Using writing and silence, this strategy allows
students to slow down their thinking processes and to focus on the views of their classmates.
Instructions:
1. As the instructor, you will need to select the “stimulus.” This is the material students will respond
to. Some examples may include questions, quotations, historical documents, excerpts from
novels, poetry, or images. Groups can be given the same stimulus for discussion or different
texts related to the same theme. One specific example might be to ask students to respond to
the following questions: What does critical thinking mean to me? How can I improve my critical
thinking skills in college? What are some examples of fallacies people use to convince us to
believe something? What specific examples do I see every day? How do I think these fallacies
impact the attitudes and actions of others around me?
2. Put students into groups of 2-3 and make sure all students have a pen or marker. You may want
to have students use different colored markers to make it easier to see the back-and-forth flow
of a conversation.
3. Each group needs a piece of poster paper/board that can fit a written conversation and added
comments.
4. In the middle of the page, tape or write the “stimulus” that will be used to spark the students’
discussion.
5. Inform the class this activity will be completed in silence. All communication is done in writing.
Students should be told that they will have time to speak in pairs and in the large groups later.
6. Go over all of the instructions at the beginning so they do not ask questions during the activity.
You can remind students of their task as they begin each new step.
7. As the groups begin, they should read the text or look at the image in silence. After students
have read, they are to comment on the text, and ask questions of each other in writing on the
poster.
8. The written conversation must start on the text but can stray to wherever the students take it. If
someone in the group writes a question, another member of the group should address the
question by writing on the poster.
9. Students can draw lines connecting a comment to a particular question. Make sure students
know that more than one of them can write on the poster at the same time.
10. The instructor can determine the length of this step, but it should be at least 15 minutes.
11. Still working in silence, the students leave their partier and walk around reading the other
posters.
12. Students bring their marker with them and can write comments or further questions for thought
on other posters.
13. Students should go back to their own poster. They should review the comments written by
others and now they can have an open conversation about the stimulus, their own comments,
what they read on other papers, and comments their fellow students wrote back to them.
14. Debrief the process with the large group. The conversation can begin with “What did you learn
from doing this activity?” This is the time to delve deeper into the content and use ideas on the
poster to develop the students’ thoughts.
Adapted from Facing History and Ourselves: https://www.facinghistory.org/resource-library/teaching-strategies/big-paper-silent-conversation
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JIGSAW: DEVELOPING COMMUNITY AND
DISSEMINATING KNOWLEDGE
This activity is one way to help students understand and retain information while they develop their
collaboration skills. This strategy asks a group of students to become “experts” on a specific text or
body of knowledge then share that material with another group of students. Feel free to use portions of
the First-Year Seminar: Connecting to Southeast textbook for this assignment.
Instructions:
1. Select the material you want students to explore. It might be portions of the textbook, a
collection of documents, or a series of questions.
2. Divide students into groups of 3-5. You can assign the same material to more than one group or
give each group a different selection.
3. In their groups, students are responsible for reviewing specific materials so they can share this
information with their peers. You may want to provide a chart or a series of question that
students should answer together in their groups. Make sure students understand all members of
the group understand the material they are responsible for presenting.
4. After the groups have an understanding of the material they will be presenting, assign students
to “teaching” groups. “Teaching” groups are typically composed of one or two members from
each expert group. Experts take turns presenting information. You may want to ask students to
take notes while the experts present. For greater accountability, it is best if students are
required to synthesize the material presented as part of an assignment, presentation, or
discussion.
5. “Teaching” groups can be assigned a task that requires them to synthesize the information that
has been shared, such as answering a larger question, comparing texts, or generating a plan of
action. Or, students can synthesize information individually or in pairs. It is appropriate to
structure a class discussion that asks students to draw from the material they just learned to
answer a question about how they can apply this new information to their own life.

Adapted from Facing History and Ourselves: https://www.facinghistory.org/resource-library/teaching-strategies/jigsaw-developing-community-and-disseminatingknowledge
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DIVERSITY & CRITICAL THINKING
*NOTE: This activity appears in Being Culturally Competent in the 21st Century (Chapter 7) of the FirstYear Seminar: Connecting to Southeast textbook.

Things I Learned and Heard
There may be things that you have learned and heard about other cultural groups that clog your
thought process.
Complete the chart below based upon what you have learned and heard. Once you complete your
chart, divide up into small groups. Discuss what each of you has heard and learned about different
cultural groups. Be mindful that what you have learned and heard, you may not necessarily believe.
Discussing what you have learned and heard verifies stereotypes and biases developed over time
based on information you’ve discerned. As you and the group speak, what prejudices stand out?
Describe what feelings and emotions rise inside of you? As you and the group continue the discussion,
talk about the implied biases and stereotypes you are afraid to discuss.
Explain why you are afraid to discuss these predispositions. Finally, clarify what you can do to eliminate
this fear.
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Things I Learned and Heard
Identity Group

Family/Friend

Media

Faith-based

School

Asian American
Asian
Pacific Islander
Indian/Native American

Black/African American

White/European
American

Hispanic/Latinos/Latina

Jewish

Muslim

Gays/Lesbians

Transgender/Cisgender

People in the
Circumstance of
Poverty
Women

Adapted from Tony Neal Educational Equity Consultants
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CULTURAL EVENT ACTIVITY
The arts are an essential component of a well-rounded education. Music, theatre, dance, art, film, and
other cultural events provide powerful insights into the human experience and serve as an outlet for
expression and interpretation to better understand ourselves and the world around us. Southeast
Missouri State University is home to the River Campus, which has the Earl and Margie Holland School
of Visual and Performing Arts – a world-class entertainment venue for student and touring
performances. The River Campus is the only campus dedicated solely to art, dance, music, and theatre
in Missouri. Given our unique access to these performances and events, you may want to consider
having your students all attend an event together.
Assignment:
As a class, we will attend one cultural event (play, musical, dance, art exhibit, orchestra, etc.). We will
choose this event together as a class. You are required to write a one-to-two page reaction paper on
this event.
Note: Instructors may provide a film, video, or reading for students who are not able to attend the event.
Your paper should:
1. Cover what event you attended; where it took place; when it took place; and who gave the
performance and/or exhibit.
2. Analyze why this event is important for the campus community and the community as a whole.
3. Address how your opinion of this type of event was confirmed or challenged.

Adapted from the River Campus website and the University of South Carolina Faculty Resource Manual
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STEPPING IN (Also known as Cross the Line)
Note: This activity should be done when the class is comfortable with each other and can respect differences

Understanding our similarities and differences and our own experiences and perspectives allows us to
share our story with others while learning about the stories of others.

Assignment:
Have students form a large circle. As you call out different group names, categories, or beliefs, the
students take a step inside the circle if they identify with the statement. Begin with low-risk groups.
Afterwards, students are required to write a one-to-two page reaction paper on this activity.
Your paper should:
1. Indicate how you felt about participating in this activity.
2. Share how it felt to be in the center of the circle.
3. Share how it felt to be on the outside of the circle.
4. Share what it felt like to observe others as they participated in this activity, particularly those
who stepped into the circle.
5. Indicate what new insights you gained about yourself. Others?
6. Share what most surprised you about yourself, others, or this activity.
Sample Questions:
Step into the circle if….
 You have brown hair
 You are a freshman
 You have 4 or more siblings
 You are male
 You come from a middle-class family
 You are Catholic
 You have a physical disability
 Your parents are divorced
 You are from Missouri
 You can be in the company of people of your own race at any given time during the day while
on campus
 You have ever been called names because of your race, class, ethnicity, gender, or sexual
orientation
 You were ever ashamed or embarrassed of your clothes, house, car
 You ever tried to change your appearance, mannerisms, or behavior to avoid being judged
 You were taken to art galleries or plays by your parents
 Your parents have ever been unemployed or laid off
 You attended a private school
 You were told that you were beautiful, smart, and capable by your parents
 You were encouraged to attend college by your parents
 You were raised in a single-parent household
 You saw members of your race, ethnic group, gender, or sexual orientation portrayed on TV in
degrading roles
 You were ever offered a job because of your association with a friend or family member
 You were ever a victim of violence because of your race, gender, ethnicity, or sexual orientation
 You had to work to help support your family
 Your parents did not grow up in the United States
Adapted from the University of South Carolina Faculty Resource Manual

59

WHO AM I?
Note: This activity should be done towards the middle of the semester as students start to feel more
comfortable with each other.
Supplies: Faculty may want to bring paper for the students to use for this activity.
Assignment:
During UI100, students should begin to develop an understanding of how different groups and cultures
define them. Give each student a piece of paper and ask them to write down four things that answer the
question: Who am I? They should not put their names on the piece of paper. Have the students
crumple up their paper and have the students engage in a “snowball fight” where they toss their papers
across the room. Students can pick up a “snowball” and read what is on their paper. (Note: You are
welcome to collect the papers and read them yourselves but you will have more engagement from the
students if they can read a classmates’.) Discuss why certain groups (i.e. race, gender, geographical
location) list these characteristics while others don’t. You will probably find that members of the
dominate culture generally do not make references to their race or gender. After the activity, ask the
students to consider the following questions in class and have them write their responses:




What did you think about as you were answering: Who am I?
What differences did you notice in other students’ responses?
Why do you think these differences exist?

DIVERSITY BINGO
Encouraging students to talk with their classmates is a wonderful way for them to learn about other
people and their backgrounds.
Assignment:
During part of a class period, bring copies of the below Diversity BINGO sheet for each student in the
class. Have students find someone who fits one of the descriptions in each square. Have them sign his
or her name in the space. Students may sign their own card once and their classmates may sign no
more than twice. The first person to get 5 in a row wins; or, feel free to play until everyone has all of the
spaces filled. After the activity, ask the students to consider the following questions in class and have
them write their responses:



Write about any assumptions that were challenged during this activity.
Discuss the diversity of your classmates. What did you learn?
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Adapted from the University of South Carolina Faculty Resource Manual

DIVERSITY BINGO

Has Native
American
lineage

Has green
eyes

Has a
piercing

Is a
vegetarian

Can play a
musical
instrument

Has traveled
outside the
U.S.

Was born
outside the
U.S.

Speaks more
than one
language

Is a first
generation
college
student

Is of Asian
descent

Is a transfer
or nontraditional
student

Is left handed

Is an oldest
child

Has a friend
who is gay,
lesbian,
bisexual or
transgender

Practices a
religion other
than
Christianity

Has worked
a full-time
job

Considers
themselves
Hispanic or
Latino

Has never
smoked

Is an aunt or
uncle

Has never
left the U.S.

Is a member
of a student
organization

Has a
disability or a
family
member with
a disability

Considers
themselves
Black or
AfricanAmerican

Does
volunteer
work

Has taken or
is practicing
yoga
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CREATIVITY & CRITICAL THINKING
*NOTE: This activity appears in Creativity and Critical Thinking (Chapter 8) of the First-Year Seminar:
Connecting to Southeast textbook.

Assignment:
1. Create a math problem for yourself.
2. Calculate the cost for each day of the semester. Consider your room and board, and extra
essentials.
3. Figure out how many days in the semester and how many hours you are in class.
4. Put together an equation to define the actual cost per day. This number will give you a clear
picture of your daily educational expenses.
Think about everything it took to get you to where you are today. The people who cared for you, the car
that brought you to campus, etc. Your education is invaluable. Each class, each day is an investment in
your life. You can choose to live and learn to the utmost of your ability or you can choose to short
change yourself. Taking risks, rising above your fears, and finding solutions are creative acts. You have
made it this far. Use the resources the University provides to achieve your end goals.
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COMMUNICATION
SECTION 4 IN TEXTBOOK
WRITTEN COMMUNICATION
Reflective Writing – Think and Write Prompts
“Think and Write Prompts” are one way to incorporate more writing in UI100 without having to assign
formal writing assignments. The prompts are also a good way to help students formulate their thoughts
about a topic. For this reason, instructors might choose to have students write for a few minutes before
beginning a class discussion. Think and write prompts can also help students synthesize their
experiences, enhancing their learning. Finally, student responses to writing prompts can provide
instructors with valuable information about what and how students are learning in the class. This
feedback can be used to refine instruction in the rest of the course.
The following questions are examples of “Think and Write Prompts” that can be used for journals or inclass reflective writing assignments. This list is not meant to cover all of the topics discussed in UI100
specifically, but rather can be used as an idea generator or starting point for reflective writing.
What connections are there between what you learned today and your own life? Explain your
thinking.
What was the most meaningful part of something you heard today? Why? What was the least
meaningful part? Why?
What did you learn today about life and living, through the material you read or heard? Explain.
What makes you “wonder” from today’s class?
How has what you learned today helped you? Explain.
What questions would you like to have answered after today’s lessons?
Who else do you know who could benefit from learning this information? Why?

Adapted from http://dce.oca.org/assets/files/resources/170.pdf
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EDITING ACTIVITY
There are many common spelling, grammar, and punctuation mistakes that students need to be aware
of when developing their writing skills. A list of sentences with mistakes is provided below and can be
used as an exercise to help students become more aware of mistakes and improve their editing and
proofreading skills. An answer guide is provided on the next page.
What is wrong with these sentences?
The new students were assigned there Southeast Key.
The food was to spicy for Sally and I.
At Southeast, they are focused on environmental sustainability.
Parking is crowded at Southeast because of the fact that freshmen bring cars to campus.
The scholarship was won by Dan.
Following are some useful tips for protecting your person and property from the Southeast DPS.
I really enjoyed reading “The Complete Persepolis.”
9 students were selected to participate in a special research project.
Jessica stated that, “freshman girls should not walk downtown alone.”
A good football coach knows his strategy, and motivates his players.
I think college is pretty easy, however I am not really studying or going to class.
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WHAT IS WRONG WITH THESE SENTENCES?
(Answer Guide)
The new students were assigned there Southeast Key.
-Their
The food was to spicy for Sally and I.
-too
-Sally and me.
At Southeast, they are focused on environmental sustainability.
-Vague pronoun reference (who are “they”?)
Parking is crowded at Southeast because of the fact that freshmen bring cars to campus.
-Wordy (because)
The scholarship was won by Dan.
-Passive voice (Dan won the scholarship.)
Following are some useful tips for protecting your person and property from the Southeast DPS.
-Misplaced Modifier (Following are some useful tips from the Southeast DPS for . . .)
I really enjoyed reading “The Complete Persepolis.”
-Book titles are underlined or italicized.
9 students were selected to participate in a special research project.
-Spell out numbers (APA – under 10; MLA – two words or less)
-Don’t start a sentence with a number- must spell out or reword sentence)
Jessica stated that, “freshman girls should not walk downtown alone.”
-No comma needed when using “that” to set up a quote.
A good football coach knows his strategy, and motivates his players.
-No comma needed. “Motivates his players” is not an independent clause.
I think college is pretty easy, however I am not really studying or going to class.
-Comma splice (I think college is pretty easy; however, I am not really. . .)
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HOW TO AVOID PLAGIARISM
1. Have many sources to work from. (This means doing an effective search.)
2. Have good sources to work from. (This means evaluating your sources effectively.)
3. Take good notes from your sources.
 Write down keywords, not whole phrases.
 If you write down a whole phrase, put the page number and source that it came from so
you can cite it later if you use it verbatim. Be sure to put the phrase in quotation marks to
remind yourself that the wording is identical to the original source.
 It’s best if you write notes from each different source on separate sheets of paper, with
the citation for the source at the top. It is much easier to remember where you got the
information if you do it this way. There are several software programs available to assist
with this process.
 Use summarizing techniques
4. Write from your notes, not the sources you’ve used.
 It is less tempting and not as easy to plagiarize if you are writing from your notes.
However, your notes must be well-written and organized (see point #3 above).
5. Write in your own words.
 Many students are concerned about grammar or vocabulary, and they lift whole
sentences from other people’s writing because they are afraid of making mistakes.
 Write simple sentences; short is okay.
 Concentrate on getting your meaning across in the simplest way.
6. Give yourself plenty of time. If you do not have a lot of time, plan carefully and decide what you
will have time to do. Stick to your schedule.
7. Always cite your sources if you do use someone else’s words or ideas.
 In text
 Bibliography
 Both, when appropriate
It is not okay to take a sentence from someone else’s work and change a few words here and there.
This is still plagiarism.
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Adapted from the University of South Carolina’s Faculty Resource Manual

CITING SOURCES
When to Cite:
You cite a source by making a notation or signal in your paper that refers your reader to a place where
you give full publication data about the source. For all types of assignments (papers, problem sets,
take-home exams, computer programs, lab and other reports) and for all types of sources (expert and
student, printed and on-line, textual, numerical, graphic, and oral), you should cite on the following
occasions:
Whenever you use factual information or data you found in a source, so your reader knows who
gathered the information and where to find its original form.
Whenever you quote verbatim two or more words in a row, or even a single word or label that’s
distinctive or striking, so the reader can verify the accuracy and context of your quotation, and will credit
the source for crafting the exact formulation. Words you take verbatim from another person also need
to be put in quotation marks, even if you take only two or three words; it’s not enough simply to cite. If
you go on to use the quoted word or phrase repeatedly in your paper, however, as part of your analytic
vocabulary, you don’t need to cite it each subsequent time, provided you have established the source
initially.
Whenever you summarize, paraphrase, or otherwise use ideas, opinions, interpretations, or
conclusions arrived at by another person so your readers know that you are summarizing thoughts
formulated by someone else, whose authority your citation invokes, and whose formulations readers
can consult and check against your summary.
Whenever you make use of a source passage’s distinctive structure, organizing strategy, or
method, such as the way an argument is divided into distinct parts or sections or kinds, or a distinction
is made between two aspects of a problem; or such as a particular procedure for studying some
phenomenon (in a text, in the laboratory, in the field) that was developed by a certain person or group.
Citing tells your readers that the strategy or method isn’t original with you and allows them to consult its
original context.
Whenever you mention in passing some aspect of another person’s work, unless that work is very
widely known, so readers know where they can follow up on the reference. When you’re in doubt as to
whether to cite a source or not, cite. Note that these rules apply even to sources assigned as readings
for a class or included in its sourcebook, to sources that merely summarize other sources, and to
lectures. The fact that your instructor will instantly recognize your use of a course text doesn’t change
the need to acknowledge it. Your goal is to write an argument persuasive to all interested readers, not
just to your instructor. Again, it might seem unnecessary to cite background information to your
argument, such as an account of a work’s historical context or a survey of previous work done on the
topic. But even if these matters are common knowledge in the field, if your knowledge of them isn’t firsthand, your reader needs to know where your version of the background facts came from.
Finally, since a lecture is a carefully constructed presentation by an authority in the field, and it may
draw on other authorities, you should cite if you use a distinctive idea, phrase, or piece of information
from a lecture. Some instructors may want you to regard their lectures, for the purposes of their class
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only, as common knowledge not to be cited; but you should ask about this before using lecture
material.
When quoting or citing a passage you found quoted or cited by another scholar, and you haven’t
actually read the original source, cite the passage as “quoted in” or “cited in” that scholar, both to credit
that person for finding the quoted passage or cited text, and to protect yourself in case he or she has
misquoted or misrepresented. Always read for yourself any source that’s important to your argument,
rather than relying on an abstract or a summary in another source.
When Not to Cite:
If you find yourself citing sources for almost everything in your paper, or for entire paragraphs, you are
probably giving too much attention to other people’s ideas and need to generate more of your own. But
you may also be citing when you don’t need to, as on the following occasions:
When the source and page-location of the relevant passage are obvious from a citation earlier in
your own paragraph. If you refer to the same page in your source for many sentences in a row, you
don’t need to cite the source again until you refer to a different page in it or start a new paragraph of
your paper. Note, however, that your language needs constantly to make clear where you are drawing
on a source, not giving your own ideas, by using phrasing like “Aristotle further observes that ....” It isn’t
enough, when your paragraph draws repeatedly on a source, simply to give a single citation at the start
or end of that paragraph, unless you write each sentence to preclude ambiguity about where the words,
ideas, or information come from.
When dealing with “common knowledge,” knowledge that is familiar or easily available in many
different sources (including encyclopedias, dictionaries, basic textbooks) and isn’t arguable or based on
a particular interpretation. The date of the Stock Market Crash, the distance to Saturn, the structure of
the American congress, the date of birth of the discoverer of DNA: this is commonly available
knowledge. Obviously, what counts as “common knowledge” varies from situation to situation; when in
doubt, ask or cite anyway, to be safe. Note that when you draw a great deal of information from a single
source, you should cite that source even if the information is common knowledge, since the source
(and its particular way of organizing the information) has made a significant contribution to your paper.
When you use phrases that have become part of everyday speech: you don’t need to remind your
reader where “all the world’s a stage” or “life, liberty, and the pursuit of happiness” first appeared, or
even to put such phrases in quotation marks.
When you draw on ideas or phrases that arose in conversation with a friend, classmate, or
colleague, including conversation in section and by e-mail or other electronic media. You should
acknowledge help of this kind, however, in a note. Be aware that these people may be themselves
using phrases and ideas from their reading or lectures; if you write a paper that depends heavily on an
idea you heard in conversation with someone, you should check with that person about the source of
the idea. Also be aware that no colleague will appreciate your incorporating his or her ideas verbatim
into your paper, but will rather expect you to express the ideas in your own way and to develop them.
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Adapted from the University of South Carolina Faculty Resource Manual.

CITATION LESSON PLANS
This activity can be used to review when sources should be cited within the text of a paper. Students
should already have been introduced to the concept of using in-text citations in their writing.
Time Required
 20 minutes
Materials Needed
 Worksheet 1: To Cite or Not to Cite (Next Page)
 Guidelines for Responses
How It Works
1) Distribute Worksheet 1: To Cite or Not to Cite.
2) Elicit from students their ideas about when they need to acknowledge sources in text and when
they do not.
3) After students have exhausted their knowledge on this point, direct them to last page of the
handout and elaborate on any points that they did not mention or that are still unclear.
4) Give students 10 minutes to complete the worksheet on their own or in pairs/small groups.
5) Discuss answers with the group.
Pointers and Pitfalls
 Note also that the decision to cite or not will depend on the audience of the paper. This point
needs emphasis with students. For example, a medical student would consider something
as general knowledge that a layperson would not.
 The worksheet may need to be adapted each time it is used, depending on which subject
area the students are studying.
 Emphasize the rule of thumb—if in doubt, cite.
Assessment Ideas
 For homework, students could be asked to find three facts that would need in-text citations and
three facts that would not need citation.
 Examples similar to those in the worksheet could be included in a quiz or end of semester
exam.
 Distribute three sample texts (short) with bibliographic information included and ask students to
synthesize into a single narrative, citing the sources appropriately.

Adapted from the University of South Carolina Faculty Resource Manual.
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WORKSHEET 1: TO CITE OR NOT TO CITE
Rule of Thumb: If you are not sure whether you need a citation after any particular statement in
your paper, it is better to cite than not. You will not be marked down or accused of plagiarism if you
have too many citations, but you could be marked down or accused of plagiarism if you have too few.
Look at the following statements and decide whether you would need to cite these statements.
1. One study showed that children who watched more than ten hours of television per week had
poorer performances in school than children who watched fewer than ten hours per week.
Citation needed? ___________
Why or why not? _______________________________________________________________
2. Many studies indicate that television may be a bad influence on children, both socially and
academically.
Citation needed? ___________
Why or why not? _______________________________________________________________
3. The Sahara is a desert located on the continent of Africa.
Citation needed? ___________
Why or why not? _______________________________________________________________
4. Girls learn languages more easily than boys do.
Citation needed? ___________
Why or why not? _______________________________________________________________
5. In the United States, obesity is a serious problem.
Citation needed? ___________
Why or why not? _______________________________________________________________
6. Diabetes is a disease that requires medical intervention in order to prevent the patient from dying.
Citation needed? ___________
Why or why not? _______________________________________________________________
7. Twenty percent of diabetics recover from their illness by changing their diet and lifestyle.
Citation needed? ___________
Why or why not? _______________________________________________________________
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8. Anorexia Nervosa is a serious disease that causes the patients to starve themselves.
Citation needed? ___________
Why or why not? _______________________________________________________________
9. Anorexia nervosa affects more women than men.
Citation needed? ___________
Why or why not? _______________________________________________________________
10. People who wish to be healthy should eat plenty of fruits and vegetables and avoid sugar, caffeine,
and cigarettes.
Citation needed? ___________
Why or why not? _______________________________________________________________
11. It is my opinion that most people would benefit from exercising three times per day, five days per
week.
Citation needed? ___________
Why or why not? _______________________________________________________________

GUIDELINES FOR ANSWERS TO “To Cite or Not to Cite”
Remember:
You should cite when:
 You give statistics.
 The information is unique and not known by most people.
 The reader might ask, “How do you know that?”
 You use a direct quotation from someone else.
 You use someone else’s ideas.
 You paraphrase a direct quotation from someone else.
You don’t need to cite when:
 The information is commonly known (either by the general population, or commonly known
within the particular discipline).
 When most or all of your sources say the same thing on that particular point.
 When it is your own original thought or opinion.
What if you’re not sure?
If you are not sure, as stated under “rule of thumb” above, it is better to include a citation. You will not
be accused of plagiarism for citing something you didn’t need to.

71

ORAL COMMUNICATION
*NOTE: This activity appears in How to Construct a Great Speech (Chapter 10) of the First-Year
Seminar: Connecting to Southeast textbook.

What Am I Going to Talk About?
It can be overwhelming to choose a topic for a paper or a speech. Conducting a personal inventory can
help you choose one that you really care about, will be interested in researching, and will be excited to
present. With this exercise, you need to write down anything that comes to mind under a particular
category. Don’t evaluate or edit as you go. You can do that after you brainstorm a sizeable list of
possible topics.
Category 1: Personal Concerns and Community Issues
List issues that are going on in your own life that bother you and issues in the outside world that you
think are unfair.
Category 2: Intellectual and Educational Interests
List subjects that you like to read about, things you are curious about from television or movies, and
courses (or topics covered within those courses) you have taken that were particularly interesting to
you.
Category 3: Career Goals
List some concerns that professionals in your chosen field may have.
Category 4: Leisure Activities and Interests
List some of the ways you enjoy spending your time and any issues that might be related to those
activities.
Now that you have a good list of potential topics, narrow it down by consider:
Does this topic relate to recent events that would concern my listeners?
Does my audience already know about this topic?
Will this topic appeal to diverse audiences?
Is this topic ethical?
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YOU KNOW WHAT I MEAN
*NOTE: This activity appears in How to Construct a Great Speech (Section 4, Chapter 2) of the FirstYear Seminar: Connecting to Southeast textbook.
This exercise illustrates the difficulty of the communication process.
(Paulson, Joe. “Model of Transactional Communication.” The
Communication Process. 19 August 2013,
http://thecommunicationprocess.com/models-of-communication/.
Accessed 26 Oct. 2016.)
1. Your teacher will divide the class up into groups of three. One person in the group will be “the
artist”, another will be “the describer,” and the third will be “the enforcer.”
2. Each group will be given a folder that contains a simple image, such as a fireman aiming a hose at
a burning building, as well as a list of words that cannot be used, such as fire, man, hose and burn,
when describing the image and a piece of blank paper. The artist is not allowed to see the image
inside the folder. The describer must give them the information they need to draw it, without using
the “taboo” words. The enforcer makes sure that those words are not used and the artist doesn’t
peek. If at any time a taboo word is used or the artist peeks, the enforcer stops the description and
that group is done drawing.
3. The teacher will give the describer 60 seconds to give information about the image. The artist can
then ask questions of the describer for 30 seconds, which the artist can answer, again, without
using the taboo words. Then, the describer will have 30 seconds to look at what the artist has
drawn so far. After this minute of feedback, the describer can again resume their instructions for the
artist for 60 seconds.
4. At the conclusion of these three minutes, the teacher will have each group present their drawing, as
well as the original image for the class and discuss what difficulties they encountered. In the
communication model, the artist is the receiver, the describer is the sender, the original image is the
message, the drawing is the feedback, and the taboo words and the enforcer are physical and
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psychological noise.

SIX STEPS TO SUCCESSFUL SPEAKING
Step One: Clarify your objective.
 What is the purpose of your presentation?
 What do you want your audience to know, believe, or do when you are finished?
Step Two: Analyze your audience.
 Who are my audience members?
 What do they already know about my topic?
 What do they want or need to know?
 What are their attitudes toward me, my ideas, and my topic?
Step Three: Collect and organize your information.
 Make a list of all possible points you may want to include and choose the 3-5 most important
main points that you are going to cover in your presentation.
 Find appropriate and reliable source material to support your main points.
 Arrange your main points in a way that guides your listeners and best meets the objective of
your presentation.
Step Four: Choose your visual aids.
 Using visual aids are useful in helping you organize the material and helping the audience better
understand and recall what they are hearing.
 Visual aids can include PowerPoint slides, handouts, posters, video clips
Step Five: Prepare your notes.
 Do not write out your speech, the temptation to read directly from your notes will be hard to
resist.
 Do not try to memorize your entire speech and not have any notes to refer to if your memory
fails.
 Do have a brief speaking outline from which you can speak extemporaneously.
Step Six: Practice your delivery.
 Rehearse your presentation aloud several times.
 Rehearse your presentation in front of an audience – your roommate, a classmate, your
parents, or yourself in a mirror – to help you get a feel for what it will be like to have an audience
before the actual presentation.
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Adapted from the University of South Carolina Faculty Resource Manual.

TIPS FOR PUBLIC SPEAKING
The anxiety that surrounds having to give a presentation in front of a group of people can be
overwhelming for a speaker. Providing students with tips and clear instructions for public speaking can
help ease some nervousness and help students give better presentations. Below are some helpful tips
and tricks for students who are new to public speaking.
1. Know your material. Pick a topic you are interested in. Know more about it than you include in
your speech. Use humor, personal stories and conversational language – that way you won’t
easily forget what to say.
2. Practice. Practice. Practice! Rehearse out loud with all equipment you plan to use. Use a
timer and think about what you may be able to cut if you are running too long. Make sure you
have allowed time for the unexpected.
3. Work to control filler words such as um, and, like, yeah, and you know.
4. Know the audience. Greet some of the audience members as they arrive. It’s easier to speak
to a group of friends than to strangers.
5. Know the room. Arrive early, walk around the speaking area, and practice using any visual
aids.
6. Relax. Begin by addressing the audience. It buys you time and calms your nerves. Pause, smile
and count to three before saying anything. (“One one-thousand, two one-thousand, three onethousand.” Pause. Begin.) Transform nervous energy into enthusiasm.
7. Visualize yourself giving your speech. Imagine yourself speaking, your voice loud, clear, and
confident. Visualize the audience clapping – it will boost your confidence.
8. Realize that people want you to succeed. Audiences want you to be interesting, stimulating,
informative, and entertaining. They’re rooting for you.
9. Don’t apologize for any nervousness or problem. The audience probably never noticed it.
10. Concentrate on the message – not the medium. Focus your attention away from your own
anxieties and concentrate on your message and your audience.

11. Gain experience. Mainly, your speech should represent you — as an authority and as a
person. Experience builds confidence, which is the key to effective speaking.

Taken from the University of South Carolina Faculty Resource Manual.
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COMMUNICATING ACROSS LANGUAGES &
CULTURES
NOTE: This activity appears in Communicating Across Languages & Cultures (Chapter 11) of the FirstYear Seminar: Connecting to Southeast textbook.

CLASS ACTIVITIES
1. Take a moment to examine your own cultural identity. In addition to your national identity,
consider categories such as: family, religion, ethnicity, gender, generation and ability/disability.
How do these groups shape your behavior and communication? In what ways does your
individual identity differ from the values of those groups? Compare your analysis with a
classmate.
2. Think about a family celebration, such as a birthday party or holiday. What are the unwritten
rules that govern this celebration in your family? For example, one family may require children
to sit at a separate table, expect all phones to be put away during the meal, and conclude with a
speech or song. Write at least three rules that are specific to your family. Now compare with a
classmate. How are the rules different? Do the rules change if the celebration takes place at a
restaurant, or if a new visitor is present? How did you learn these rules? How do these rules
reflect the cultural values of your family?
3. Imagine you are preparing a time capsule. What item will you enter to represent a value of your
culture? For example, a McDonald’s wrapper could demonstrate the values of convenience and
busyness over health and communal meals, a low concern for the environment or the value of
individual choice (since everyone can order something different). Be sure you can defend your
choice.
4. Give an example of a stereotype that others might have about your culture. Why has that
stereotype developed? Now, name a stereotype of a culture you do not belong to. How do
stereotypes begin, and how can they help or interfere with intercultural communication? Discuss
your opinions with the class.
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5. Consider your own communication style, including the rate and volume of speech, the
acceptability of interruptions, and the topics that are acceptable for discussion in different
contexts. Also, think about nonverbal communication, including gestures, facial expressions,
clothing choices and physical space. How do communication styles reveal cultural and personal
values? Have you ever felt a conflict because your communication styles were not the same as
those around you?
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SOCIAL MEDIA COMMUNICATION
NOTE: This activity appears in Social Media Communication (Chapter 13) of the First-Year Seminar:
Connecting to Southeast textbook.

ACTIVITY
1. Use the “View As” feature on Facebook to see which of your posts and pictures are visible to
the public. Some of the first things someone will see when they search for you on social media
will be your profile picture, cover photo, and username. What do your current profile picture,
cover photo, and username say to a future employers or classmate or friend? Remember, this
just means those are the posts that are easy to get to. You may have locked the door, but the
key is sitting under the mat. If someone is looking for something, they’re going to find it.
2. Pledge to use Timehop to your advantage this year. As often as you can remember, check it to
see what you posted in the past. Every time you stumble across something that doesn’t reflect
who you are now, delete it. You may even find some fun old memories.
3. Review your friends/followers lists. Do you know everyone who’s watching you on social media?
If you don’t recognize someone, you may not want to give them access to everything you post.
Delete/unfriend/block as you see appropriate.
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ADVISING & CAREER PLANNING
SECTION 5 IN TEXTBOOK
Reflection Questions: Advising and Career Planning


What factors led me to choose to come to Southeast Missouri State University?



When filling out my admissions application, I had to indicate a major field of study. How did I
decide what major to indicate?



What types of courses do I really enjoy studying? What kinds of courses do I not enjoy?



Who is my academic advisor? How can I develop a meaningful relationship with that person so
that my advising and course scheduling appointments will be as productive as possible?



What campus activities, organizations, volunteer opportunities, and part-time or summer work
experiences will support and enhance my academic major?



What are 10 things that I truly value? Are those values consistent with the kind of work that I
will do in my chosen career field?



In what sort of environment do I work best? Do I need solitude or interaction with others to
perform at my best?



Do I know people who are working in my chosen career field? If not, how can I identify such
people?



What GPA do I anticipate earning this semester? What will my GPA be at graduation? Will
anything need to change in order for me to achieve it?



What resources to help me are available through my advising office?



What resources to help me are available through University Tutorial Services?



What resources to help me are available through Career Services?
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UNDERGRADUATE BULLETIN SCAVENGER HUNT
1. How many hours do you need to complete in order to be considered a sophomore?

2. What is the definition of a bachelor’s degree?

3. What is the purpose of a bachelor’s degree?

4. In what two subjects does the University offer developmental courses?

5. How many hours must a student enroll in during the fall and spring semesters to be considered a
full-time student.

6. What is the maximum number of hours a student may schedule in the fall or spring semester? Are
there ever any exceptions made to this policy?

7. When may a grade of “Incomplete” be given to a student?

8. What criteria must be met in order for a student to take a course Pass/Fail?

9. What should a student do if s/he wishes to appeal a grade?

10. When should a student apply for graduation?
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SCAVENGER HUNT ANSWER KEY
1. Students who have earned 30-59 semester hours are sophomores.
2. The bachelor’s degree is usually the first academic title or rank conferred on a student by the
University for satisfactory completion of a prescribed four-year course of study and authenticated by
a diploma signifying a measure of achievement.
3. Its purpose is to enable a student to acquire a certain amount of liberal learning and to become
proficient in a particular branch of learning.
4. Southeast Missouri State University offers developmental courses in English (EN 099) and Math
(MA 050, MA 018, MA 021, MA 023, MA 055, MA 106)
5. Students must enroll in 12 hours during the fall or spring semesters to be considered a full-time
student.
6. Normally, the maximum number of hours that a student may schedule in the fall or spring semester
is 18. However, students with at least a 3.0 GPA in the preceding semester, or at least a 3.0
cumulative GPA, may request permission from their advisor to carry a maximum of 21 hours.
7. A grade of Incomplete (I) may be given when a student is doing passing work, but is unable to
complete all of the requirements because of unusual circumstances acceptable to the instructor.
8. The Pass/Fail option may be chosen by students who meet the following criteria: (1) 45 semester
hours of credit completed; (2) a cumulative GPA of at least 2.250; (3) all the prerequisites for the
course completed. A course taken on the Pass/Fail option will be counted only as a general
elective.
9. The student should first approach the instructor of the course in a timely manner in an attempt to
resolve the matter. If the matter is unresolved, the student should consult with the chairperson of
the department in which the course is taught. If the matter remains unresolved, the student should
follow the grad appeals process as outlined on the Dean of Students website, “Grade Appeals
Procedures.”

All students expecting to receive an approved degree or certificate must apply for graduation through
the student portal upon completion of enrollment for final courses/requirements.
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ADVISING ACTIVITY
NOTE: This activity appears in Academic Advising and Registration (Chapter 14) of the First-Year
Seminar: Connecting to Southeast textbook.

Activity:
Even though there is no such thing as a dumb question, some questions should be avoided during your
advising appointment. Can you guess which ones?


“I am struggling in my Math class, can you recommend any campus resources?”



“Which class is easier?”



“I am thinking about taking a class at the community college this summer. Will they transfer?”



“I heard Professor Doe is terrible! What do you think?”



“I am having trouble getting involved on campus. Do you have any suggestions?”



“These are the classes I am considering taking next semester, what do you think?”



“Which classes will fulfill my artistic expression requirement?”



“Can you get me into a class that is closed?”



“I don’t need an appointment, I just need my PIN.”
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CAREER PLANNING
Focus2 ASSIGNMENT *REQUIRED*
The career development required assignment consists of completing the “My Career Planning
Readiness” and “My Academic Strengths” sections through Focus2.
Login instructions for students:
1. Click on the Focus2 link below to log in:
https://www.focus2career.com/Portal/Login.cfm?SID=436
2. As a first time user, click the REGISTER button.
3. Your Access Code is: redhawk (all lowercase)
4. Complete personal information
5. Use your Southeast email as the email associated with your account.
6. Select a username and password which will be easy for you to remember. This information will
allow you unlimited access to the system.
7. Your graduation date is the anticipated month and year you plan on graduating.
8. Check the User Agreement box before clicking on CONTINUE.
Screen shot of new user registration page
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Focus 2 Dashboard (home screen)
Once students have logged in, they should see a page that looks like the following.
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Completion of Focus2:
1. Students complete the sections labeled “My Career Planning Readiness” and “My Academic
Strengths” at the top of the screen.
2. Students complete all five assessments: Work Interest, Values, Personality, Skills, and
Leisure.
a. Students do not need to complete all assessments in order nor in the same session.
Results will be saved in each assessment. Students will also see a progress
completion bar and % completion noted on the dashboard.
b. Completion of all five assessments takes most students an average of 45-60 minutes.
i. To view individual assessment results, students click on RESULTS
ii. To review answers, students click Review
iii. To take the assessment again, students click Start Over
*Screen Shot of Focus2 home screen with all assessments completed. Some UI100 instructors
may request proof of completion in this format versus a printed copy. Note how each
assessment shows “100% complete”.

Understanding and using your results on the Focus 2-Keep exploring!
We encourage you to click into your RESULTS section for each assessment and explore the
occupations or majors which match to your interests, values, personality, or skills.
Other helpful hints:

1. Filter results by educational level or sort to get to the occupations most relevant to you
(find at the top of occupation list).
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2. Combine Assessments to create a list of best fit occupations. Matches over multiple
assessments might mean a higher level of career satisfaction.
3. Explore the Possibilities- additional tools to research and compare majors and
occupations. Listings will include items not necessarily on your results.
4. Take Action- allows you to create an action plan and timeline of your educational or
professional development needs. This is a great place to keep track of everything you do
between now and graduation! Your account stays active the entire time.
5. There are also sections to save majors or occupations you want to research.
6. Print or download a pdf of your results by clicking on “Review and Print my Portfolio”
at the bottom of the dashboard. This allows you to build a customized report of your
results.
a. If you cannot click a box, you have not completed this component of Focus 2.
b. It is recommended to only expand the sections you most want to research further
as this will add length to the printed results report.
If you would like to discuss your Focus 2 results and major or career questions further, please contact
the Office of Career Services by calling 651-2583 and request a career counseling appointment. We
are here to help!
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FACULTY FOCUS2 INSTRUCTIONS & OTHER
ASSIGNMENT SUGGESTIONS
Completion of Focus2:
1. Students complete the sections labeled “My Career Planning Readiness” and “My Academic
Strengths” at the top of the screen.
2. Students complete all five assessments: Work Interest, Values, Personality, Skills, and
Leisure.
a. Students do not need to complete all assessments in order nor in the same session.
Results will be saved in each assessment. Students will also see a progress
completion bar and % completion noted on the dashboard.
b. Completion of all five assessments takes most students an average of 45-60 minutes.
i. To view individual assessment results, students click on RESULTS
ii. To review answers, students click Review
iii. To take the assessment again, students click Start Over
3. Faculty should assign the Focus 2 assessment by the Fifth Week of Classes.
4. Faculty may assign additional career development activities in UI100 to encourage students to
further evaluate their Focus 2 results into career planning. Some of these possible activities
include:
 Reflective essay on results
 Research of occupational information and review
 Informational interview/job shadowing of person in occupation/industry of
interest to student; tied to results of assessment
 Required contact with Career Services
 1:1 appointment to discuss results with a career counselor
 Class-based interpretation of results/overview of CS resources (to be prearranged by faculty and CS staff)
 Attendance at Career Expo or CS sponsored program and review of
experience in essay, presentation, etc.
 Required log into REDHAWKjobs.com and search available job posting(s). Tie
results to skills, interests, etc. found on Focus 2 results.
 Write a resume/cover letter targeted to position. Potentially have required resume
review through CS in order to satisfy assignment.
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CAREER/MAJOR SELF-ASSESSMENT
NOTE: This activity appears in Career Planning: What First Year Students Need to Know (Chapter 15)
of the First-Year Seminar: Connecting to Southeast textbook.

Feeling unsure or confused about your choice of major or what careers match your interests, strengths,
values, or traits? Not sure what things to even consider when it comes to careers or where to locate
resources to assist? Try answering the following questions that can help you evaluate your current
career planning and what resources could be of biggest benefit to you right now. There are no right or
wrong answers, simply circle the best choice for you right now. This self-assessment is all about
helping you get your career journey off to a great start!
1) I don’t know all the majors offered at Southeast Missouri State University.
2) I need reassurance that I have made the right choice of major.
3) I am uncertain about what occupations are out there and what I could do well.
4) I don’t know what my strengths or weaknesses are.
5) I know what I like to do for fun, but I don’t know if I want to turn it into a career.
6) I do well in many subjects, so it is hard for me to decide which I like best.
7) I don’t know what my academic strengths are.
8) I get anxious thinking about my major and career choice. There are too many options!
9) I don’t have any careers or majors that really appeal to me right now.
10) I feel like my interests change all the time.
11) I lack knowledge on occupational information and what majors or training is needed.
12) I am unsure if the job I want will make enough money for me to live the life I want.
13) I have a hard time defining goals, especially those related to major and career.
14) I don’t know enough about what workers do in their jobs.
15) I have never shadowed or interviewed someone in careers that interest me.
16) I’m not confident I can make decisions about my future without advice from others.
17) I find it hard to describe my values and what would make work satisfying for me.
18) I am nervous the major I chose doesn’t match my academic abilities.
19) I am unsure about staying in college because I don’t have a major or career figured out.
20) I know what I want to major in but important people in my life don’t agree.

T
T
T
T
T
T
T
T
T
T
T
T
T
T
T
T
T
T
T
T

F
F
F
F
F
F
F
F
F
F
F
F
F
F
F
F
F
F
F
F

Did you circle mostly True? Perhaps you would benefit from making a career counseling
appointment. Guiding you through the process of finding out more about yourself and finding a fit to
majors and careers is what we are all about! Let us help!
Did you circle a few True or mostly False? You have probably already done some self-assessment
and explored what majors or occupations are a good fit. Great! However, you could still find some
useful information by checking out resources on our website. You too, might benefit from a career
counseling appointment or could look at our services such a resume critique, interviewing preparation,
or job search strategies.
Look at some of your answers and use the following space to write down 3-5 goals you could make for
yourself during your freshman year that would help you stay on track when it comes to your major or
career planning. __________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
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CAREER SERVICES SCAVENGER HUNT
Test your Career Services knowledge by trying to locate the following information or items at
semo.edu/careers. Each one might come in handy for you throughout your time as a Southeast
student!


Office hours and contact information.



How to make an appointment.



What topics you can request help with when scheduling an appointment.



Staff names, titles and profiles.



How to log into REDHAWKjobs.com.



Career assessment tools (Focus 2, 16 Personalities, Skills and Values Worksheets, etc.).



Frequently asked questions about choosing a major.



Occupational research tools (databases such as O*Net, Occupational Outlook Handbook, or
Glassdoor.com).



“What Can I do with this Major” (a resource designed to give you insight about career pathways
for various majors).



“Majors at Southeast” (a link showing all bachelor’s and master’s degrees at Southeast.).



The “Career Development Checklist”



Tip sheets on resume and cover letter writing and sample documents.



Advice on how to prepare for graduate school.



Information about networking and online presence.



How to request a mock interview.



The date, time, and location of the next Career Expo.



The list of employers currently registered to attend the next Career Expo.



A list of upcoming career services workshops or events.



Answers to frequently asked questions for your family.



How to request a presentation to your class or organization by our office.



The topics we cover for a classroom or group presentation.



What services we offer to alumni.
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WORK VALUES ACTIVITY
The following list describes a variety of satisfactions people obtain from their jobs. This list and the
following process may help you clarify your values (what is important to you) in relation to the world of
work.
DIRECTIONS:
1.
Read each definition and check the items you would like as part of your ideal job.
2.
Review the items you have checked, and identify the 10 items you want most.
3.
Review these 10 items and prioritize them (1 as most important, 10 as least important).
Help Society: Do something to contribute to the betterment of communities or the world.

____

Help Others: Be involved in helping people in a direct way, either individually or in a small
group.

____

Esthetics: Make beautiful things and contribute to the beauty of the world.

____

Creativity (general): Create new ideas, programs, products, organizational structures or
anything else not following a format previously developed by others.

____

Work Alone: Do projects by myself, without any significant amount of contact with others.

____

Public Contact: Have a lot of day-to-day contact with people.

____

Work With Associates: Have close working relationships with a group; work as a team toward
common goals.

____

Friendships: Develop close personal relationships with people as a result of my work activities,
get along well with (perhaps even socialize off hours with) my colleagues.

____

Competition: Engage in activities that pit my abilities against others where there are clear
"win" and "lose" outcomes.

____

Knowledge: Engage myself in the pursuit of knowledge, truth, and understanding for
knowledge sake.

____

Intellectual status: Be regarded as a person of high intellectual powers or as one who is an
acknowledged “expert” in a given field.

____

Recognition: Be recognized by others for my quality of work in some visible or public way.

____

Achievement: Have personal satisfaction and a feeling of accomplishment in position.

____

Supervisory Relationship: Have a fair supervisor with whom I get along well.

____

Power and Authority: Work which permits me to plan, layout, supervise, and be directly
responsible for the work activities or (partially) the destinies of other people.

____

Make Decisions: Have the power to decide courses of action, policies, etc.
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____

____

Fast Pace: Work in circumstances where there is a high pace of activity, work must be done
rapidly.

____

Excitement: Experience a high degree of (or frequent) excitement in the course of my work.

____

Adventure: Have work duties that involve frequent risk-taking.

____

Change and Variety: Have work responsibilities that frequently change their content and
setting.

____

Independence: Be able to determine the nature of my work and how I approach it without
significant direction from others; do not have to do what others tell me to do.

____

Time Freedom: Have work responsibilities that I can fulfill according to my own schedule; no
specific working hours required.

____

Way of Life: Position that allows me to maintain my own identity in the workplace in terms of
dress, speech, decorating my office, listening to music, eating at my desk, etc.

____

Location: Find a place to live (town, geographical area) which is conducive to my lifestyle and
affords me the opportunity to do the things I enjoy most.

____

Surroundings: Have an environment (physically) which appeals to me in terms of temperature,
noise level, ability for privacy, view from office, cleanliness, newness of building, furniture,
decorating, etc.

____

Stability: Have work routine and job duties that are largely predictable and not likely to change
over a long period of time.

____

Security: Be assured of keeping my job and a reasonable financial reward.

____

Profit/Gain: Have a strong likelihood of accumulating large amounts of money or other material
gain.
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THE PERSONAL STATEMENT EXERCISE
Taking time to think and to write about yourself, your goals, your likes and dislikes is an important first
step in mapping out your career path.
The events and learning experiences that you explore here at Southeast can serve as a starting point
for much of the work you will be doing over this semester and can give you a greater sense of
perspective on your life and your goals.
Write or type one- to two-page statement about yourself. Do not include your age your year in
school, your hometown, or any other demographic information.
Begin by taking time to outline your personal academic and career goals.
Then, explore and write about past learning experiences and events (positive and not-sopositive) that have shaped your values, interests, and self-concept or that have allowed you to
identify your strengths and weaknesses.

Use the following statements as starting points for your writing:
My goals for taking this course are…

I’ve dreamed of becoming…because…

The teacher I liked best was…because…

Some of my most important learning experiences have been…

My strengths are…

Some areas about myself that I wish to improve are…

I like activities that force me to…

The values that I hold dearest are…
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Adapted from the Office of Career Services at the University of Toledo

PERSONAL CAREER HISTORY ESSAY
Please answer all the following questions regarding your personal history in essay form. This
assignment must be typed and double-spaced and approximately 2 pages. Be sure to use 12 point font
and 1" margins.
1. When you were little, what jobs did you dream about doing when you were grown up?
2. What employment did your parents have when you were a child?
3. What classes did you like when you were in high school? Which classes didn’t you like?
4. What teachers did you like or admire when you were in high school? Why?
5. Which teachers didn’t you like? Why?
6. What is your personal employment history? Which jobs have you had and what have you liked and
disliked about each of them?
7. What kinds of books, magazines, or online forums do you like to read?
8. What are your hobbies?
9. Describe someone you know that you think is interesting. Tell me why you find them interesting.
10. What would you do if you could only find the time to do it?
11. What issues are important to you?
12. What kinds of places do you like to visit?
13. Are there any people that you would consider heroes or heroines? Why?
14. If money, time, and location were not an issue, what would your dream job be?

Adapted from the Office of Career Services at the University of Toledo
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CAREER TOPIC RESEARCH PAPER
Overview:
The purpose of this paper is to analyze a specific career and engage in fact-finding and analysis. This
paper is worth 50 points.
Formatting:
Outline your formatting requirements for students
Outline where students can find their sources.
Due Date:
Your final paper should be submitted through the Career Topic Paper link listed under Week 10 of the
course website. It should be submitted by 11:59 pm on Sunday, October 26th. If you miss the deadline,
you must contact me. Any late submissions to me will result in an automatic deduction of 15 points.
Requirements:
1. Choose a specific occupation to research for this paper. You may need to conduct background
reading to further define your choice.
2. In your paper, discuss the viability of your selected occupation in the labor marketplace of today
and the future. Address any economic factors and expected labor market trends that may affect
your occupation choice.
3. Identify skills needed, technology requirements of the position, global impact, and the specifics of
the particular industry.
4. After analyzing and reflecting upon your research, do you still wish to pursue this career? Why or
why not? Provide a rationale or justification for your course of action and analysis.
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CHOOSING A MAJOR: UI100 PORTFOLIO ASSIGNMENT
Overview:
Over the course of the semester, you will be performing an investigation of the following research
question: Is _______________ the right major for me?
The project will engage our three primary University Studies objectives: Locate & Gather Information;
Critical Thinking; and Communication. This project will entail planning, information gathering, and
interviewing prior to writing the project narrative.
This project is worth 100 points.
Portfolio Requirements:
On November 15th, you will submit a project folder containing the following:
1. A one-to-two page write-up of your experience with the first ten modules in FOCUS. Did you feel
your FOCUS results were an accurate reflection of how you like to spend your time? Why or
why not? Share with me some of the occupations FOCUS suggested for you. Were any of these
occupations you might consider? Why or why not? (10 points)
2. A one page summary of an interview with a faculty member who teaches in the degree program
you are investigating OR an interview with someone in the field you are considering. Ideally you
will meet in-person; however, phone calls or e-mail interviews are permitted. If you choose to
interview someone over the phone or in-person, please send them a list of optional dates to
choose from. Make sure you follow-up your meeting with a thank you note. Allow yourself plenty
of time to complete this portion of the assignment. (10 points)
3. A copy of the departmental “Academic Guide” which describes all of the requirements of the
degree program you are researching. (5 points)
4. An “8-Semester Comprehensive Degree Plan” listing semester-by-semester beginning with
Spring 2019, all of the courses you would take to satisfy University Studies, Major, and Minor
requirements, as well as all of the elective courses you would take if you declared your selected
major. Be sure to check for course prerequisites. Use DegreeWorks (including the What If
feature if you are currently an Exploratory student or want to see what happens if you change
majors), University Bulletin and the departmental Academic Guide. (10 points)
5. A Spring 2019 Semester Plan, complete with two or three alternative course selections. Use the
Spring 2018 semester schedule available online along with DegreeWorks. (5 points)
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6. A Projective Narrative that consists of a 3-4 page paper where you provide your well-reasoned
and informed answers to the following questions concerning your chosen degree program (60
points):
a. Can I do this?
i. Am I willing and able to fulfill all of this degree’s requirements? Do I understand
and accept the demands of this degree program and in terms of courses,
entrance requirements, teaching methodologies, necessary physical and
economic resources, intellectual and technological skills, and internship
requirements? Can I perform this work well enough to satisfy the program and
myself? What particular sacrifices and challenges will I face completing this
degree program?

b. Will I benefit from this after graduation?
i. After I complete this degree, what careers will I be prepared to pursue? Will
desirable jobs be available to me when I graduate? Will I need to earned
advanced degrees or professional certificates? Do these degree-related careers
appeal to me, in terms of my abilities, values, and personality? Could I have an
acceptable level of income, stability, and status in these careers? Why, exactly,
do I want to pursue this future for myself?
c. Will it please me while I am here?
i. While I am here at Southeast, will this course of study keep my interest and
satisfy me intellectually and personally? Does this program make good use of my
talents and energy? What are those talents? Why is it a particularly good match
for my gifts and personality? Why, exactly, do I want to study in this academic
field? Am I following my own interests in this choice, or am I majoring in this
program in order to please other people? Will pursuing this major help make me
proud of and happy with myself? What makes me think I will enjoy this work?
Other Requirements:
Each written portion should be written using MLA style formatting including double-spaced, one-inch
margins and a Times New Roman, 12 point font.
All folders are due in class on November 15th. Any late folders will automatically have 25 points
deducted from the overall score.
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Adapted from Dr. Dale Haskell, former Professor in the Department of English

CAMPUS INVOLVEMENT – FINDING YOUR PLACE
SECTION 6 IN TEXTBOOK
NOTE: This activity appears in Campus Involvement: Finding Your Place (Chapter 16) of the First-Year
Seminar: Connecting to Southeast textbook.

INVOLVEMENT ACTIVITY
To be intentional about your involvement journey you must begin with the end in mind. Ask yourself the
following questions:
How many hours are you enrolled in this semester?
Do you have a job?
How would you describe your campus involvement?




Not involved and I’m not sure where to begin
Not involved but I know where I would like to connect
I am already involved

How would you like to be involved?
In what kind of activity would you like to participate?
Now, put your reflection into action. Go to your student portal or log into Orgsync to find out what is
going on on-campus in the next two weeks. Select one activity or event you find interesting. Attend the
event. Write a 300 word essay about your experience.
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OTHER SAMPLE ASSIGNMENTS
Campus Involvement Paper/Presentation: It is important that students take the time to reflect on
their campus involvement experiences, whether that be a student organization, a part-time job, studying
abroad, undergraduate research, or volunteering. For this assignment, students will be required to
reflect on one of these experiences. Students should address the following questions in their
paper/presentation:







Why did you decide to participate in this particular activity?
How will you learn, grow and develop from your experience as an involved student?
What are your goals for your involvement in this activity? Do you have any concerns?
Now that you have participated in this activity, what are your future plans (do you plan to get
involved in the leadership, etc.)?
How has your experience affected you thus far?
Discuss the importance of involvement during your college years and how else you plan to get
involved during your time at Southeast.

Research on Student Organizations: Before a student can get involved in a student organization,
they must find the right one for them. Using the student organization web site, have students research
and find 5 different student organizations they might be interested in joining. Have them address the
following questions:





What is the organization’s purpose and/or history?
Where does their meeting take place and when do they meet?
How do they get involved?
Why are they interested in this particular organization?

Transferable Skills: Transferable skills are those skills that students can learn from participating in an
activity and then apply to a variety of other aspects of their life, including their academics, a job, a
volunteer experience, leadership activity, or their home life. Obviously participating in a campus activity,
study abroad, undergraduate research, or a part-time job can solicit a variety of transferable skills.
Have students brainstorm the following about various activities they might be involved in:



What transferable skills might they be gaining?
To what other areas of their lives might they apply these skills?
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RESPONSIBLE REDHAWKS
SECTION 7 IN TEXTBOOK
SEXUAL VIOLENCE PREVENTION QUIZ *REQUIRED*
These materials were created by staff members in the Campus Violence Prevention Program.
Underlined answers reflect the correct response.
Students should view the Sexual Violence Prevention Content here:
http://prezi.com/wxyz5oruxb1f/?utm_campaign=share&utm_medium=copy
1. Title IX of the Education Amendments of 1972 is a federal law that prohibits _____________
discrimination in education.
a.
b.
c.
d.

Race
Disability
Sex
Nationality

2. Southeast Missouri State University is committed to providing support for students who have
experienced:
a.
b.
c.
d.

Sexual Violence
Dating/Domestic Violence
Stalking
All of the above

3. Sexual Violence is any sexual contact that occurs without effective _____________.
a.
b.
c.
d.

Nakedness
Consent
Marriage
Condoms

4. True or False: The Campus Violence Prevention program raises awareness and promotes the
primary prevention of interpersonal violence to create a safe campus environment.
True
False
5. Effective consent requires which of the following:
a.
b.
c.
d.

All participants are of the appropriate age
All participants have the capacity
All participants are saying YES of their own free will
All of the above
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6. Which of the following is NOT a warning sign of an unhealthy/abusive relationship:
a.
b.
c.
d.

Lots of hugs
Extreme jealousy
Controlling behavior
Isolation

7. Perpetrators often use the following to assist them in their stalking behaviors:
a.
b.
c.
d.

Social status and the post office
Smoke signals
Social media and technology
Horses and buggies

8. True or False: students who report an incident of sexual violence, dating violence, or stalking can
be as involved or uninvolved in the investigation as they would like.
True
False
9. If someone you know has been the victim of a sexual assault, it is important to:
a.
b.
c.
d.

Judge them
Believe them
Ask them what they were wearing
Demand they get revenge

10. The Office of Student _____________ handles reports of sexual violence, dating/domestic violence,
and stalking.
a.
b.
c.
d.

Conduct
Services
Safety
Government
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MYSTUDENTBODY.COM
MyStudentBody.com is an online module system that informs all new students of expectations related
to alcohol and drug use and to meet multiple federal guidelines that mandate extensive “primary
prevention and awareness programs” regarding sexual misconduct and related offenses.
The Office of the Dean of Students will send each incoming student information about completing these
modules prior to the beginning of classes in August/January. You are welcome to make this assignment
and have students submit their Completion Certifications to you.
MyStudentBody Log-in Instructions:
You have been pre-registered with MyStudentBody and when you first log in, will be
asked for additional information to complete your secure profile. Follow these
instructions to get started:
1. Go to www.mystudentbody.com and enter your Southeast email address
student1s@semo.edu and mm/dd/yyyy for your password, then click Log in. Follow the
on-screen prompts to change your password and enter required information. Click
continue. (Important: If your birth month or date is one digit DO NOT enter a “0” in front of
the number.)
2. From the My Stuff page, select the Essentials Course by clicking Take Now under Status.
3. Complete the questionnaire and pre-quiz for the selected module.
4. Complete all module material.
5. Complete the post-test.
NOTE: The course consists of multiple modules. Repeat steps 3-5 for each module
required for the course. You must complete the course by January 13, 2017 with a
passing score of 80. You will have 7 attempts to complete the course.
6. Complete the course survey.
You’ll return to the My Stuff page after receiving your certificate where you’ll be free to explore
other areas of the website such as the library in the Student Center or ask questions in the
Advice area.
You do not need to notify the Dean of Students Office when you have completed the course.
We will receive this information directly from MyStudentBody.com.
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TIME MANAGEMENT ASSESSMENT
List your priorities from greatest to least importance:
1.
2.
3.
Indicate your Sleeping, Studying, Class, and Work schedules by marking Sl, S, C, or W in the
appropriate blocks below. Shade in the boxes. Once you’re done, count how many unshaded boxes are
left in the table. The unshaded boxes will represent your unaccounted time.
TIME OF DAY

MON

TUES

WED

THURS

FRI

SAT

SUN

12:00 Midnight
1:00 AM
2:00 AM
3:00 AM
4:00 AM
5:00 AM
6:00 AM
7:00 AM
8:00 AM
9:00 AM
10:00 AM
11:00 AM
12:00 Noon
1:00 PM
2:00 PM
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3:00 PM
4:00 PM
5:00 PM
6:00 PM
7:00 PM
8:00 PM
9:00 PM
10:00 PM
11:00 PM

How many hours of unaccounted time do you have beyond sleeping, class, and work? ________
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STRESS MANAGEMENT ACTIVITY
NOTE: This activity appears in Mental Wellness (Chapter 21) of the First-Year Seminar: Connecting to
Southeast textbook.
1. What are some of the stressors you encounter on a daily basis?
2. What changes do you notice in your emotions, mental state, and body in response to stress?
3. Describe situations where you experience fight, flight, or freeze.
4. How do you cope with stress? Are these healthy coping strategies?
5. Compare your responses with your fellow students. What new strategies would you like to try to
manage stress healthily?
6. How much is your stress level impacted by your own thoughts, behaviors and feelings? How much
are you affected by others around you?

FINANCIAL LITERACY ACTIVITY
NOTE: This activity appears in Financial Literacy (Chapter 23) of the First-Year Seminar: Connecting to
Southeast textbook.
Activity 1:
Identify an online budgeting tool and deliver a short presentation to the class demonstrating how it
works.
Activity 2:
A spending journal is a wonderful tool that allows you to track every dollar you spend. Research
electronic budgeting tools and use one to keep a spending journal throughout the semester. At the end
of the semester, incorporate your journal into the online budgeting tool you identified in your earlier
class presentation and write a short essay reflecting on the lessons you learned about your personal
spending behavior.
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ACADEMIC INTEGRITY
The following are several activities that have been adapted from work by Dr. Renee Gravois Lee (Sam
Houston State University) and Dr. Lisa Burns (Quinnipiac University) and taken from the University of
South Carolina Faculty Resource Manual. They offer quick and easy ways to approach the subject of
academic integrity.
What is academic integrity? Why does it matter?
1) Ask students to write down their initial reactions to the following question: When you think of
academic integrity, what are the first three (or four) things that come to mind? Use students’
responses to highlight that academic integrity is more than a list of “don’ts” (or “dos and don’ts”),
but is an important university value.
2) Engage students in a dialogue about why academic integrity matters. This discussion can work
well in stand-alone format and across multiple class meetings. Some ideas include:





Break students into small groups. Have each group address why academic integrity
matters to a particular stakeholder group (e.g., self, peers, professors, the university,
alumni, employers, society). Discuss with the larger group.
Discuss the value of a university degree and what it represents. Encourage students to
think beyond the degree as only a credential, but as an indicator of a well-educated
person.
Assign students to write a “top 10” list for why academic integrity matters. Then, in small
groups, have the students compare their responses and put together the top 10 reasons
the group believes are most important.
Discuss what it means to be a member of a scholarly community. This could include
what it means to create knowledge and why issues of trust, responsibility, and integrity
are essential to that process.

3) Stage a debate on an issue such as “academic integrity only matters if you get caught.” Divide
students into three teams: pro, con, and evaluators. The evaluator team’s role is to assess the
soundness of the arguments.
4) Discuss academic integrity in relation to society’s focus on “getting ahead at all costs.”
5) Give students two to four scenarios of academic dishonesty. Have students put themselves in
the place of the offending student(s) and ask them to come up with other ways to resolve the
situation that would NOT result in integrity violations.
6) Present this scenario: Your roommate turned in a paper downloaded from a free essay site. Ask
your students, how would you describe this person’s character? How would you describe this
person’s capabilities? What kind of employee do you think this person will be when she/he
enters the professional workplace?
7) Discuss the importance of codes of conduct. Have students develop a code of conduct for your
course, consider modeling it after the Southeast Missouri State University Statement of Student
Rights and Code of Student Conduct.
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8) Distribute a list of quotations about academic integrity, such as:







“Every time I’ve done something that doesn’t feel right, it’s ended up not being right.”
-- Mario Cuomo
“To know what is right and not do it is the worst cowardice.” – Confucius
“My grandfather once told me that there are two kinds of people: those who work and
those who take the credit. He told me to try to be in the first group; there was less
competition there.” -- Indira Gandhi
“What is right is often forgotten by what is convenient.” – Bodie Thoene
“Rather fail with honor than succeed by fraud.” – Sophocles

Ask students which quotes most resonate with them and why. For the next class, ask each
student to bring three additional quotations that closely represent their own views on integrity.
Discuss.
9) Use case studies to highlight particular aspects of academic integrity you wish to emphasize.
Case studies of all shapes and sizes are available, or write your own. For example, use a recent
news story about a professional ethical violation (there are plenty to choose from) to make
connections between personal, academic, and professional integrity.

What is the University’s policy? What are the professor’s course policies?
1) Request a presentation from the Office of Student Conduct and ask the presenter to share
information about academic integrity.
2)

Instruct students to read the Code of Student Conduct before coming to class. Possible
assignments:




Give them a brief quiz. Have students self-correct. Discuss.
Ask students to write down three things they learned (or some other reflective
assignment in relation to reading the Code of Student Conduct).
Provide a scenario of a Code of Student Conduct violation. Ask students to write down
what penalty should be rendered and why. In the next class, share some outcomes.

3) Discuss when collaboration is and is not OK for your course.
4) Involve students in a discussion of “why” a particular behavior is or is not OK. Here’s one
example: After you leave this class, you may be asked about the content of this exam by a
friend who has the same class later today.





Do you think this conversation might have an effect on your friend’s education?
Do you think it might affect your fellow students in this class? How?
How would you handle this situation?
Here’s what I believe…..

Why is integrity important in the workplace?
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1) Assign students to find and read three newspaper articles about ethical lapses in the workplace.
Tell them to be prepared to start the class discussion by introducing the issues in their articles.

2) Draw upon examples of integrity and breaches of integrity from current events, television
programs, movies, and so on, particularly examples related to the subject matter of your course.
Use these scenarios in class to jumpstart discussion. This is an easy way to discuss both
academic and professional integrity in the context of your class.
3) Give students this scenario: You are the head of your department at work. One of your
employees, Tim, called in sick today. Later that night, you saw Tim at the xyz concert (he didn’t
see you). You are planning to talk with Tim when he returns to work. Write down the points you
want to discuss with him. Now pretend you are Tim. You know the boss saw you at the concert.
Should you do anything? If so, what? Be specific.
1. Ask students why they believe students cheat. Write down the students’ list of reasons on the
blackboard or overhead, and then have students prioritize the reasons. Ask them if any reasons
are acceptable to excuse cheating.
Next class, distribute the list of common reasons/excuses for academic dishonesty your
students developed. Break students into teams of two and assign each team two or more of the
excuses. Have each team (a) evaluate the excuses and (b) develop alternatives to acting
dishonestly.
5) Give students this scenario: its two days before your paper is due and you haven’t started. What
are some honest ways to resolve your predicament?
6) Have students break into small groups and discuss some scenarios related to classroom
misconduct that are not specifically related to the assignments or texts in the course. Some
examples:





Signing an attendance sheet for a friend.
Lying about being ill to ask for a make-up exam on a later date.
Lying about a sick relative to get an extension on a paper.
Saying that your friend’s mother died to justify turning in an assignment late.

Have students generate additional examples and discuss each item on the list. With the entire
class, discuss how gaining unfair advantage IS related to overall performance in the course.
2. Observation exercise. Instruct students to keep an anonymous “getting ahead” journal for one
week, in which they write down examples of dishonest things they notice people (including
themselves) doing to get ahead. Encourage them to observe “getting ahead” behaviors during
whatever television shows they watch that week, too. Ask students to pay particular attention to
“white lies” and how they are used to get ahead. At the end of the week of observation, have
students make a list of all dishonest behaviors they observed, as well as behaviors that COULD
be perceived as dishonest. Discuss findings in class. (Requesting anonymous papers for this
activity is an option, too.)
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Adapted from the University of South Carolina Faculty Resource Manual.

CASE STUDIES
The following case studies are one way to approach the topic of academic integrity. Students can work
together in small groups to identify what act is in question and if any action should be taken.
These cases deal with Section 10 of the Code of Student Conduct which states: Engaging or
knowingly assisting in academic dishonesty; including plagiarism, cheating, and those acts
which would deceive, chat, or defraud so as to promote or enhance one’s scholastic record.
1. Your roommate reviewed your paper. Consider whether each of the following actions is a violation
of the Code of Student Conduct. What should you do to get clarification?
1. Circled errors
2. Corrected errors
3. Rewrote a few sentences
4. Rewrote several large passages
5. Gave you ideas for how to better construct your argument
2. You and three friends are working together on a homework assignment for which each of you will
receive an individual grade, and each student turns in the exact same answers for the assignment.
3. Samantha has been up all night studying for an exam that she has the next day at 8:00am. She is
struggling to memorize the mathematical equations she needs to know to complete the problems
and tells her roommate that she is just going to give up and go to bed. Her roommate Katelyn says,
“Sam, just put the equations in your graphing calculator and look them up during the test when you
need to use them. Nobody will ever know.” Samantha lets that idea simmer in her mind…If
Samantha does this is that considered cheating? What should she do? Are there any implications
for her roommate or others in the class?
4. Miguel has a History 107 exam in one week and has not read a single chapter of the book and has
no intention of studying for the final. His friends are all studying hard and don’t understand how
Miguel is so stress free. Earlier in the semester a friend of Miguel’s told him that the student
organization they are both members of has a test bank and Dr. Smith’s History 107 final exam that
he uses every year is in that test bank. Miguel plans to use the test from the test-bank to study for
his final. What is Miguel doing wrong? What should Miguel’s friends do?
5. Charley has been working on her senior thesis for the Honors Program for months now, and it is
finally ready to submit. A week has gone by and Charley receives a letter from the committee
reviewing her thesis stating that there are discrepancies regarding the sources she used and she
must meet with them before she defends her thesis. Charley meets with the committee the following
day to discuss these discrepancies with her sources. It appears that an entire paragraph in her
thesis was identical to one in another student’s thesis three years prior. Charley looks in shock and
scrambles to figure out how this happened. Did Charley intentionally plagiarize or did she just forget
to cite the source? Does this matter?
6. Zoe is a student in SW110: Intro to Social Work. She had a test in her class but was totally
unprepared for it so she skipped the class. The next class she came in and the professor asked her
where she was. Zoe told the professor that she was sick and asked if she could make up the test.
The professor agreed but asked Zoe to submit a doctor’s note or he would not let her make the test
up. Were Zoe’s actions in violation of the Honor Code? Why?
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7. It is Thursday and the night before the last day of classes. Isaiah is putting the finishing touches on
his final project for PY102 about Pavlov’s experiment with dogs. He worked very hard on this
project but is still nervous about his grade in the class. Throughout the semester he has made C’s
and D’s on his tests and knows that if he doesn’t do well on this project and make at least a B in the
class he will lose his scholarship. For that extra touch on his project he slips a $50.00 bill into one of
the pages of the paper he has to submit. Did he do something wrong? What are the implications of
his actions?
8. Evelyn is a student in MA134. She is sitting in class and her professor hands back everyone’s tests
from the last class. The professor keeps a grade sheet in the same folder that all of the students’
tests and assignments are held in, and the grade sheet accidentally gets stuck to Evelyn’s test.
Evelyn notices this and does not say anything until the end of class. But in the meantime Evelyn
alters some of her lower grades. At the end of class Evelyn goes up to her professor and tells him
that he accidently gave this to her. Three months go by and it is April now. The professor is tallying
up the grades and notices some changes have been made to the grade sheet that he did not make.
There were erase marks and different hand writing. He notices that this was only Evelyn’s grades.
He confronts Evelyn but she denies that she had anything to do with that. What’s the issue here?
How is this interfering with the teacher’s ability to evaluate the student’s work?
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Adapted from the University of South Carolina Faculty Resource Manual & Southeast Missouri State University’s Code of Student Conduct

OTHER ASSIGNMENT IDEAS
Life Map & Goals:
1. Draw a life map (you can find examples searching Google) which charts your life from birth to
being a student at Southeast.
2. You may want to include significant people, places, experiences, things, goals, values, and/or
beliefs.
3. You will share a few highlights from your life map in a 1-2 minute presentation to your
classmates.
4. On the back of your map, please list 2-4 goals you have for the semester and your time at
Southeast. They can be academic, career, well-being, or social/personal in nature.

Adapted from Kevin Clarke’s University 101: First-Year Seminar course at Loyola University Chicago.

Semester-End Reflection, Artifact, and Presentation:
Write a 300+ word reflection on your first semester at Southeast. What did you learn about yourself,
others, and Southeast Missouri State University?
How will what you learned in and outside of this class shape how you approach the rest of your
Southeast experience?
What progress did you make on the following objectives?
1. To research, inquire, and integrate?
2. To express and communicate?
3. To engage in a diverse world?
Based on this reflection, create an artifact to share with your classmates in a 1-2 minute presentation
that highlights your learning and growth this semester.
Bring your artifact to class and/or be prepared to share it in another way. Examples include, video,
picture slideshow, drawing/painting, poem, song, collage, diagram, infographic, diorama, etc.
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Adapted from Kevin Clarke’s University 101: First-Year Seminar course at Loyola University Chicago.

Letter to Next Year’s New Student:
Please write a letter to next year’s entering class at Southeast. Your letter must include all of the
following:
1.
2.
3.
4.
5.

The letter must be dated
It must begin Dear 2019 Southeast Student
It may not exceed three typed, double-spaced, pages
It is due at our final exam meeting on XX.
It must include all of the following items:
 Introduction: You should introduce yourself to next year’s students, explaining briefly where
you are from and why you chose Southeast. In addition, explain one or two new things you
have discovered about yourself during this semester.
 Transitions: Next, explain the most difficult transitions in your move from high school to
college OR, if you are an adult learner, your most difficult transition from entering college.
You might want to focus on meeting new people, adjusting to managing your time, your
stress levels, money management, living in the residence halls, etc. In the process, please
note ways in which Southeast, fellow students, UI100, family members, or faculty/staff
members have helped you make the transition.
 Academic Success Strategies: Discuss your level of academic readiness to succeed in
college. To what extend are you prepared for success in college? What might you need to
work on or what skills might you need to develop.
 Discovering Southeast: A goal of this course has been to help you discover the full range
of educational opportunities, university resources, and support services available to you.
Briefly explain to next year’s students the most important things you learned about
Southeast in these categories.
 Plan for Next Semester: Now that you have a semester of college under your belt, what
have you learned that you will need to differently next semester? What changes do you want
to make in your life as a college student and how do you plan to make these changes? This
can be in the form of advice about what new students need to understand in order to be
successful in college.
6. Please write your letter in an easy, friendly style, paying attention to proper grammar and spelling.
Illustrate your statements with examples whenever possible, utilize logical transitions from one topic
to another, keep the entire letter in essay form, and try to be as concise and clear in your comments
as possible.
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Adapted from Kevin Clarke’s University 101: First-Year Seminar course at Loyola University Chicago.

Creative Presentation:
Design and deliver a creative presentation reflecting on and synthesizing your experiences during your
first semester at Southeast. The presentation will be given to the class the day of the final exam and
must be 3-5 minutes in length. The way you present is up to you: PowerPoint or other presentation
software, video, poster board, interpretive dance, graphic novel, etc. However, the following messages
must be conveyed during your time:
1. Introduction: Who are you? Where did you come from? Why did you come to Southeast?
2. Transition: Describe this past semester of college. What were your first thoughts when beginning
your academic career? What are your favorite memories from this semester? Where did you find
challenges and struggles?
3. Academic Strategies: Transitioning from high school to college can be difficult. How did you make
the academic transition? What Southeast resources did you utilize to help you become a successful
college student?
4. Discovering Southeast: What is your favorite part of being a student at Southeast?
5. Plan for Next Semester: What have you learned about yourself this semester? How will this new
knowledge help you in the years to come? What is one suggestion you have for incoming students
next year?
You will be scored on the overall quality of your presentation, evidence of self-reflection on the
semester, and fulfillment of the questions asked above.
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UI100 Research Project
Purpose:
The purpose of this project is to provide you with an opportunity to practice your research, writing,
creative, and presentation skills in order to find an answer to your research question.
Objectives:
During the course of preparing your final research project in UI100, you will:
 Select a topic on an issue college students face.
 Develop a research question based on your topic.
 Collect three academic/scholarly sources from Kent Library (not Google) that attempt to answer
your research question.
 Create an Annotated Bibliography where you synthesize the sources and provide additional
information on why your chosen sources are appropriate for your research question.
 Produce a visual aid where you will briefly share your findings with the class and whether or not you
found an answer to your research question.
Example Topics:
Some example topics you may want to consider selecting for your project include:
 Academic Advising
 Alcohol and Drug Use
 Campus Involvement
 Career Development
 Financial Literacy
 Sexual Violence Prevention
 Time Management
 Wellness (mental and/or physical)
Evaluation:
This project is worth a total of 250 points. The evaluation of this project will be based on:
 Research Question Development (10 points) – You will submit your research question by the
end of the fourth week of the semester.
 Works Cited page (10 points) – You will submit your MLA style (8th edition) Works Cited page
containing three sources by the end of the eighth week of the semester. We will work together with
a librarian in Kent Library to conduct research on your research question.
 Annotated Bibliography Peer Review (10 points) – You will bring a draft of your Annotated
Bibliography to class and participate in a peer review session with your classmates during the 12th
week of the semester.
 Annotated Bibliography (100 points) – You will submit an Annotated Bibliography consisting of
three academic sources. (See attached assignment sheet for Annotated Bibliography requirements)
 Visual Aid Presentation (100 points) – Each student will display your visual aid in class on your
assigned date and share whether or not you found an answer to your research question. Students
should be prepared to answer questions about their visual aid.
 Feedback (20 points) – Each of you are expected to ask questions and provide feedback to your
classmates. Feedback guidelines will be provided prior to the display of the visual aids.
Timeline:
Week 4:
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The research project is introduced in class. You will: select a topic; participate in
a concept mapping activity to create your research question; and work to

finalize your research question. Your *draft* research question must be
submitted through the assigned Forum Posting on the course website under
Week 4.
Week 8:

Your Works Cited page with three sources must be submitted to the drop box
on the course website under Week 8. The sources must be correctly cited in
MLA style (8th edition).

Week 12:

We will conduct peer review for your Annotated Bibliography. Bring a draft of
your Annotated Bibliography to class.

Week 12:

Your final Annotated Bibliography must be submitted to the drop box on the
(Sunday, November 11th at 11:55 pm) course website under Week 12.

Week 15:

You can bring your visual aid and practice your brief remarks in front of your
instructor this week. You will receive an assigned class period time to do this
practice session.

Week 16:

Final presentation of your visual aids in front of class. You will receive your
assigned class date.

Annotated Bibliography:
You are responsible for submitting one annotated bibliography of three sources being used for your
project. Annotated bibliographies should be uploaded to the “Annotated Bibliography” link under Week
12 on the course website by Sunday, November 11th at 11:55 pm. See accompanying document titled
“Annotated Bibliography” for information on how to set up your document.
Visual Aid Information:
Each student will create a visual aid that will comprehensively share whether or not you found an
answer to your research question. You are welcome to create an infographic or any other visual outline
that provides your research question and a summary of your findings. You have two options for a visual
aid:
1. Poster: You can print off a poster (the size is up to you – just remember that your instructor,
along with some of your classmates, will stand around your poster when you discuss your
research so make sure we can read it). Some suggestions for platforms to help you print a
poster include: Canva, Piktochart, or Visme. If you are accustomed to using another platform,
please feel free to use it!
2. Video: You are welcome to create a short (~2 minute) video where you share your research
question and findings. Some great platforms include: Powtoon, Pixton, or one of your choosing.
Note: If you choose to use a poster for your visual aid, you will need to print it. The University has a
Copy Center located in Parker Hall Room 105 and they offer a variety of services and accept work from
students. Cape Girardeau has a STAPLES located at 294 Siemers Drive and a FedEx Office at 188
Vantage Drive and both locations offer printing services. Be aware that it will cost you to print off your
poster, so please plan accordingly and feel free to price check with the Copy Center and STAPLES.
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Your Visual Aid Should Include the Following:
 Your research question.
 Explain why your question is an issue for college students.
 What your research told you about your question.
 The answer to your research question.
 Any other findings/recommendations.
In addition:
 You should be prepared to make brief remarks about why you chose your research question
along with what you discovered during your research process. You must also be prepared to
answer questions from your instructor and classmates.
 Treat this project as of it is formal in nature in terms of dress, speech, preparedness, and
organization.
 Ensure you are familiar with your research and that you are prepared and informed.
 Ensure that your visual aid is interesting to look at.

FINAL RESEARCH PRESENTATION RUBRIC
ITEM OF EVALUATION

COMMENTS

SCORE

Content of Presentation/Quality of
Research/Response to Research
Question: (70 points)
Did the presenter:
 Identify the research question?
 Explain why the question is an issue
for college students?
 Share what the research told you about
your question?
 Share the answer to the research
question?
 Make any final recommendations
based on the findings?

Engaging Nature of Presentation/Quality
of the Presentation: (15 points)
Was the presenter:
 Prepared and informed?
 Dressed professionally?
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Quality, Accuracy, and Clarity of Visual
Aide: (15 points)
Did the presenter:
 Ensure information was accurate in the
visual aid?
 Ensure the visual aid was presented in
a creative and relevant way for the
class?

TOTAL POINTS AWARDED:
Additional Comments:
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DIFFERENCES BETWEEN HIGH SCHOOL AND
COLLEGE
It’s important to remember that many, if not all, of the students in your UI100 class will be traditionallyaged college students. They will have graduated high school in May and are starting college with us in
August. Many of them have no idea how to operate in a college classroom and we can assist them by
remembering a few of the differences they may struggle with as a new student.
High School
Teacher/Student Contact – Contact closer and
more frequent (5 days a week)
Competition/Grades – Academic competition is
not as strong; good grades can often be
obtained with minimum effort.
Status – Students establish a personal status
in academic and social activities based on
family and community factors.
Counseling/Dependence – Students can rely
on parents, teachers, and counselors to help
make decisions and give advice. Students
must abide by parents’ boundaries and
restrictions.
Motivation – Students get stimulation to
achieve or participate from parents, teachers,
and counselors.
Freedom – Students’ freedom is limited.
Parents will often help students out of a crisis
should one arise.
Distractions – There are distractions from
school, but these are partially controlled by
school and home.
Value Judgments – Students often make value
judgments based on parental values; thus,
many of their value judgments are made for
them.

College
Teacher/Student Contact – Faculty are
available during office hours (only a few hours
a week) and by appointment to address
students’ concerns.
Competition/Grades – Academic competition is
much stronger; minimum effort may produce
poor grades.
Status – Students can build their status as they
wish; high school status can be repeated or
changed.
Counseling/Dependence – Students rely on
themselves; they see the results of making
their own decisions. It is their responsibility to
seek advice as needed. Students set their own
restrictions.
Motivation – Students apply their own
motivation to their work and activities as they
wish.
Freedom – Students have much more
freedom. Students must accept responsibility
for their own actions.
Distractions – The opportunity for more
distractions exists. Time management to
students will become more important.
Value Judgments – Students have the
opportunity to see the world through their own
eyes and develop their own opinions and
values.

Adapted from University of South Caroline’s Faculty Resource Manual
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Mullendore, R.H., & Hatch, C. (2000). Helping your first-year college student succeed: A guide for parents. Columbia, SC: University of South
Carolina, National Resource Center for The First-Year Experience and Students in Transition. All rights reserved.

TRANSITION ISSUES AND OUR FIRST-YEAR
STUDENTS
Certain times during the academic year tend to be universally challenging to students. Those who
understand the ups and downs of the first college year are better able to help students negotiate the
challenges of transitioning to college. Below are some typical adjustment/transition issues that our
students face throughout their first year.
August/September
o Excitement
o Testing new-found freedom
o Frequent calls and visits home
o Homesickness and loneliness
o Anxiety about roommates, professors, classes
o First exams
October
o Roommate problems begin to arise
o Students begin to question: “Do I fit in here?”
o First test grades returned
o Midterm exams
o Love relationships from home remain strong, or fall apart (this is usually the time high school
sweet hearts break up)
o Consequences of decision-making are experienced
November
o Midterm grades returned
o Roommate challenges become more clear
o Many exams and papers due before Thanksgiving
o Excitement and/or anxiety regarding going home for Thanksgiving
o First series of campus-wide illness (cold, flu, strep, etc.)
December
o Anxiety over preparing for finals
o Excitement and/or anxiety regarding going home for the holidays
o Sadness about leaving new friendships and/or love relationships
January
o “Fresh Start” mentality sets in with new term
o Satisfaction and/or disappointment with fall term grades
o Homesickness
o Loneliness for love relationship back home
o Relief being away from home and back at school
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February
o Feelings of claustrophobia and depression set in with winter
o Potential increase in alcohol and other substance abuse
o Challenges with love relationship back home

o
March
o
o
o
o
o

Valentine’s Day brings out loneliness and isolation

Anxiety regarding finding roommate(s) for next year
Excitement and/or disappointment regarding Spring Break plans
Midterm exam stress
Concern over summer employment
Concern over winter weight gain

April
o Excitement with arrival of spring
o Concern over declaring major
o End of semester pressure
May
o
o
o
o

Final exam anxiety
Apprehension about returning home for summer
Sadness over leaving new friendships and/or love relationships at school
Realization of how college influences life decisions

In addition to these more predictable stressors, students may experience the following concerns
throughout the academic year:
o Missing family birthday and holiday celebrations
o Missing participation in family traditions
o Some involvement with family is maintained, but students expect their desire for complete
freedom to be respected.

Adapted from University of South Caroline’s Faculty Resource Manual
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Mullendore, R.H., & Hatch, C. (2000). Helping your first-year college student succeed: A guide for parents. Columbia, SC: University of South
Carolina, National Resource Center for The First-Year Experience and Students in Transition. All rights reserved.

TEACHING FIRST-YEAR STUDENTS


Provide Feedback, Early & Often – First-year students making the transition from excelling in high
school to meeting expectations in a college class can benefit from feedback, early and often in the
semester. A student who must wait several weeks for the first test to get a sense of how she’s doing
in the course might have trouble catching up to her peers.



Minimize Memorization – Setting instructional goals that can be met by memorization reinforces
students’ naïve beliefs about learning. While some memorization is necessary in many courses,
success in a course shouldn’t be possible solely through memory work.



Clarify Expectations for Learning – Since students have naïve ideas about knowledge and
learning, instructors should clarify their expectations for student learning and performance. Help
students understand what is expected of them via description, examples, and feedback on student
work.



Clarify Strategies for Learning – Not only do first-year students not understand what is expected
of them, even when they are clear on those expectations, they don’t know how to go about meeting
those expectations. Help students understand and practice approaches to learning in and out of the
classroom—listening for key ideas in a lecture, learning from a discussion, reading for
comprehension, preparing for exams—that will help them make the transition to the kinds of
thinking expected of them as college students.



Teach to a Variety of Learning Styles – We often teach as we were taught, but we were rather
exceptional compared to our student peers—we went on to graduate school in our chosen
disciplines. Be sensitive to the variety of ways that students excel at learning and include a variety
of types of learning experiences in your courses to reach the broadest group of students as you
can.



Have Students Write Letters to Their Successors – Ask students to write a letter to next year’s
students focusing on advice for succeeding in your course. These letters help your current students
reflect on and cement what they’ve learned, they help you learn about your students’ experiences in
your course, and they help next year’s students adapt more quickly to the rigors of college studies.
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Adapted from Vanderbilt University’s Center for Teaching: http://cft.vanderbilt.edu/teaching-guides/interactions/firstyears/

INSTRUCTOR-STUDENT RAPPORT:
MAKING CONNECTIONS WITH STUDENTS INSIDE &
OUTSIDE THE CLASSROOM
by Dr. Joe Cuseo
Professor Emeritus, Psychology; Educational Advisor, AVID for Higher Education
Initiating the Student-Instructor Connection: Building Early Rapport with the Class
Instructor-student rapport may be viewed as a precondition or prerequisite for student engagement in
the learning process and for meaningful student-instructor interaction, both inside and outside the
classroom. If students feel comfortable relating to their instructor, they will be more responsive to the
instructor’s attempts to interact with them and to actively involve them in the learning process.
Unfortunately, despite the documented importance of student-faculty interaction (Astin, 1993;
Pascarella & Terenzini, 2005), national surveys of student engagement, interaction between students
an faculty ranks the lowest of all assessment benchmarks (Community College Survey of Student
Engagement, 2008; National Survey of Student Engagement, 2000). Angelo (1993) succinctly states
how developing rapport with students is a necessary precondition for student-faculty interaction: “Most
students have to believe teachers know and care about them before they can benefit from
interactions—or even interact” (p. 13).
An extensive body of research reviewed by Pascarella and Terenzini (2005) indicates that instructors’
concern for students, and their availability to students, have positive, have statistically significant effects
on student persistence. Furthermore, as Kuh, et al. (2005) note: “Faculty members who forge authentic
relationships with students often are able to connect with student at deeper level and challenge them to
previously unrealized levels of achievement and personal performance” (p. 281). Described below are
some strategies for connecting with students and establishing early rapport with your class.
On the first day of class, make an intentional effort to learn students’ names and something
personal about them. Taking time to get to know your students, and allowing them time to get them to
know you should precede a detailed review of the syllabus. (People are more important than paper.)
Terenzini, et al. (1996) contend that college instructors can “humanize” their relationships with students
by learning and using their names. College research indicates that “addressing students by name” is a
classroom teaching behavior that correlates positively and significantly with students’ overall evaluation
of the instructor (Murray, 1985). In contrast, research on “uncomfortable courses,” i.e., courses most
likely to cause “classroom communication apprehension” among students, reveals that they are more
likely to be taught by instructors who are perceived by their students as being unfriendly and who do
not address students by name (Bowers, 1986). It has been my personal experience that learning the
names of students as quickly as possible is the most effective way to create a positive first impression
of the course and establish early rapport with your class. This can lay the foundation for a classroom
environment in which students feel comfortable interacting with their instructor and begin to become
actively involved in the course. As Forsyth and McMillan point out: “High expectations are
communicated as instructors learn students’ names and call on them by name” (1991, p. 58).
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Learn and remember personal information about your students. It is the author’s experience that
the most effective way to learn relevant personal information about students, as well as to help learn
students’ names, is by means of a student-information sheet. In short, this practice involves having
students respond to questions about themselves on a sheet of paper in class while the instructor
responds to the same questions by recording information about herself on the board.
If you can access the e-mail addresses of student who have registered for your class, send
them a personal welcome note before the course begins. One instructor sends personal letters to
all his students before the course begins, welcoming them to his class and sharing some of the exciting
things they will be experiencing in the course (Paul Lorton, University of San Francisco, personal
communication).
When previewing the course, expressly emphasize your availability outside of class and
encourage students make office visits. Student-faculty contact outside the classroom has been
strongly linked to such positive outcomes as student retention, academic achievement, and educational
aspirations (Pascarella & Terenzini, 1991, 2005). One strategy for promoting such contact is to make
specific mention of your office hours and make it clear that individual appointments can be arranged if
listed office hours conflict with a student’s out-of-class responsibilities (e.g., work or child care). Taking
time early in the term to clearly state that you welcome interaction with students outside of class may
send an explicit signal to them that you genuinely value these interactions. This sends a much stronger
and more sincere message than simply listing office hours on the syllabus, which students may
interpret merely as a perfunctory fulfillment of departmental or institutional requirements. Furthermore, it
makes it clear to new students that interacting with instructors outside the classroom is a desirable
practice in college, perhaps unlike high school, where this contact might have only occurred if students
had to stay after school because they were in dire need of help (or were in trouble).
During the early stages of the course, make appointments with students for an office visit or
personal conference. Inviting students to make an office visit is one thing, but formally scheduling
office an office visit with them is a more intrusive form of outreach to promote out-of-class contact with
students. Scheduling such office visits or personal conferences can serve as an early icebreaker that
“warms up” students to you and allows them to feel more comfortable about interacting with you outside
of class. (It is also an effective way to learn student names.) At the very minimum, requiring this initial
conference ensures that each student in class will discover where your office is located, and
guarantees that all students—not only the most socially assertive ones—will make at least one office
visit during the term.
John Gardner has noted that new students may need to be given a reason to make office visits and
explicitly learn how to use faculty office hours because, in high school, teachers usually do not have
office hours, if they are available to students outside of class time, they generally have less time and
privacy to confer with students on a one-to-one basis. Moreover, in high school, visits to an “office” are
often associated with disciplinary action, rather than as an opportunity for positive out-of-class
interaction with faculty (Gardner, 1994). This observation suggests that college instructors may need to
implement highly intrusive strategies that are intentionally designed to bring students to their offices.
(Rather than waiting and hoping that new students will initiate these important out-of-class contacts on
their own.)
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Extending the Student-Instructor Connection: Sustaining Rapport
Throughout the Term
Once the student-instructor connection has been initiated during the formative stage of the course, the
next challenge is to sustain these connections throughout subsequent stages of the academic term.
The following strategies are designed to extend and maintain these early connections throughout the
course term.
Student perceptions of instructional effectiveness depend not only on technical teaching skills, such as
organization and communication, but also on personal characteristics of the instructor that serve to
humanize the classroom environment and promote student feelings of self-worth (Jones, 1989).
Instructors are more likely to become role models whose thinking, attitudes and motivation are
emulated by students when students perceive them as a “persons” rather than just a subject matter
“experts” (McKeachie, et al., 1978). Although organization and communication skills are the two teacher
qualities most highly correlated with overall ratings of teaching effectiveness, instructor rapport is also
positively associated with student evaluations of teaching effectiveness, and it is the most frequentlycited characteristic of instructors whom students describe as their “ideal” or “best” teacher (Feldman,
1976, 1988).
Said in another way, effective instructors are not only well organized and effective communicators, they
also provide students with personal validation. When students feel personally validated, they feel
valued as a human being, are recognized as a unique individual, and sense their instructor cares about
them and their success (Rendón, 1994). Students feel validated when the instructor knows them by
name and remembers personal information about them, such as their educational plans or personal
interests. When students feel validated, they relate more easily and openly to the instructor, feel more
comfortable about asking questions, and are more likely to seek advice or assistance from the
instructor on personal issues relating to the college experience.
The following practices are suggested as teaching practices for validating your students and promoting
rapport with them inside and outside the classroom.
Once you have learned your students’ names, continue to refer to them by name. It is important
to learn your students’ names, but it may be even more important to show them that you know them by
regularly using their names. In a comprehensive review of the research literature on active learning,
Bonwell and Eison (1991) reached the following conclusion: “Perhaps the single most important act that
faculty can do to improve the climate in the classroom is to learn students’ names. Among many other
benefits, doing so acknowledges the decentralization of authority in the classroom and recognizes the
increased responsibility of students for their learning and the learning of others” (pp. 22-23).
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Personalize the classroom experience by learning and remembering information about your
individual students. Instructors who make a genuine effort to know their students by name and learn
something about each of them as individuals, demonstrates that they care about students as unique
human beings. Carl Rogers, renowned humanistic psychologist, artfully expresses the value of knowing
your students: “I think of it as prizing the learner, prizing his [her] feelings, his opinions, his person. It is
a caring for the learner. It is an acceptance of this other individual as a separate person, a respect for
him as having worth in his own right” (Rogers, 1975, p. 107).

Create in-class opportunities to interact personally with students before and after class. These
are times at which students may be most likely to seek you out for professional and personal advice
because these are the times they are most likely to be on campus and not in class. This is particularly
true for commuter students who are more likely to be on campus only at times when their classes are
scheduled. One instructor we know consistently comes to class early, stands by the classroom door,
and greets all of his students individually as they enter class (Michael Semenoff, personal
communication, 2006). Another professor reports, he goes to class early “to chat with a few individuals
about basketball, their weekend etc. It allows me to make contact with a few individuals and as the
other students come into the classroom, they see that I am human and interested in them” (Shea, 1988,
p. 9). Empirical support for this recommendation is provided by a case study involving classroom
observations of five faculty who had histories of high student-retention rates in their courses. It was
found that one common characteristic shared by all of these instructors was that “they talked to
students before, during, and after class” (Coad, 1995, p. 8). Student-faculty interaction after class may
be especially valuable because it is at this time that students are likely to seek clarification on concepts
covered in class, or want to engage in extended discussion of some provocative issue raised during
class. To take advantage of this “teachable moment” instructors should attempt to make themselves
available to students immediately after class and regularly remind students of their after-class
availability at the end of class sessions (e.g., by saying: “If you have any question or if you would like
more information on what was discussed in class today, I would be happy to meet with you right after
class.”).
Research indicates that instructors who have frequent out-of-class contact with students often give
signals about their out-of-class accessibility and approachability through their in-class behaviors
(Pascarella & Terenzini, 1991). Thus, being open to student interaction with you before and after class
may lead to greater student willingness to seek additional contact with you outside the classroom (e.g.,
office visits).
Provide students with personal recognition and reinforcement for their efforts. Be on the lookout
for opportunities to recognize or compliment students’ efforts, achievements, or improvements (e.g.,
thank students for their questions and participation in class, such recognition and reinforcement serves
to provide students, particularly underrepresented students, with a strong sense of personal validation
(Rendón & Garza, 1996).
Provide personalized feedback to students. Feedback is more likely to be attended to and
responded to in a non-defensive manner if it is delivered in a personalized fashion. Personalized
feedback may be delivered by such practices as (a) addressing the student by name in your written
remarks, (b) comparing students’ present performance with their previous work and noting areas of
personal improvement, and (c) signing your name at the end of your comments so your feedback
approximates the form of a personal letter.
Though it may be may be too time-consuming to write a personal note to all students on every returned
assignment or exam, personal notes may be written to a smaller subset of students (e.g., students with
last names A-M in your grade book). On the next assignment or exam, a different subgroup of students
may be selected to receive personal notes.
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For students who are struggling in class, write a personal note on returned assignments or
exams that invites, requests, or requires them to see you outside of class. This written note could
be reinforced by a private verbal comment before or after class. The importance of taking an intrusive
(assertive outreach) approach to promoting out-of-lass interaction with low-achieving students is
underscored by research indicating that students who are in most need of learning assistance are often
the least likely to seek it out on their own (Knapp & Karabenick, 1988).
Consider refraining from the ritualistic use of red ink to correct student errors on exams and
assignments. No empirical support can be provided for this suggestion; it is based on the intuitive
feeling that that students may associate this color with fear and apprehension (“red flag” or “red alert”),
or embarrassment and humiliation (“red-faced”). These are the very feelings that an instructor doesn’t
not want students to experience while they process performance evaluation because it may cause them
to react emotionally and defensively to feedback, rather than rationally and constructively. Perhaps
delivering written feedback to students in a color that has a less inflammatory history than the corrective
color, red, may partially reduce the risk that feedback will be perceived as self-threatening.
Communicate personally with students via e-mail. Electronic communication may provide an outlet
for students who lack the confidence to speak up during classroom discussions (where they are in full
view of a large number of people), or students who lack the assertiveness to walk into your office for a
face-to-face conversation. Furthermore, students who experience positive “virtual” interactions with
their instructor may then feel more comfortable seeking actual (in-person) interaction. 
Invite students to help you research answers to questions they have raised in class or after
class. This practice not only provides an opportunity for student-faculty contact outside the classroom,
it also enhances the quality of such contact because it involves interaction that is focused on courserelated issues and contributes to the development of an important student skill—learning how to locate
and evaluate information.
Engage in some self-disclosure by sharing your personal experiences. Sharing personal
anecdotes to illustrate a course concept is an instructional practice that demonstrates that their
instructor is human, and a person with whom they can identify. Strong empirical support for this
assertion is provided by Wilson (1975) who conducted a four-year longitudinal study involving eight
different types of higher educational institutions, 4815 students, and 1472 faculty. One classroom
behavior typical of “outstanding” teachers (as nominated by both students and faculty colleagues) was
that they were more likely to share examples from their own experience than teachers who were not so
highly rated.
Furthermore, by sharing our experiences, we are modeling the very behavior that we hope students will
engage in during class. This should serve to increase the likelihood that students will emulate and
reciprocate by engaging in the same honest self-disclosure that the instructor has modeled. Lastly,
personal anecdotes effectively promote student learning because they provide students with real,
“human” examples that concretely illustrate course concepts and bring them to life (literally). The late
Kenneth Eble (1976), a highly-regarded faculty development scholar, eloquently captures the
educational value of the anecdote:
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The personal anecdote that illuminates an idea or clarifies a concept is neither egoindulgence nor more wandering from truth. The personal is a way of gaining the kind
of interest absolutely necessary to learning. Moreover, an anecdotal account of how
some aspect of the subject matter itself came to have value for the teacher exerts a
powerful force upon the student to grant that subject matter personal worth (p. 13).
Another element of self-disclosure is being honest and forthright in sharing our instructional self-doubts,
shortcomings and mistakes. For instance, do not hold back sharing your enthusiasm and your
uncertainties about any new teaching techniques you may be implementing for the first time, and admit
to any errors you may make in the teaching process. Peter Elbow (1986) eloquently articulates the
advantages of such practices, “We should reveal our own position, particularly our doubts,
ambivalences, and biases. We should show we are still learning, still willing to look at things in new
ways, still sometimes uncertain or even stuck . . . We can increase the chances of our students being
willing to undergo the necessary anxiety involved in change if they see we are willing to undergo it” (p.
150).
Maintain and share your sense of humor. Fear of being perceived as “unprofessional” or “losing
control” of the class may inhibit some instructors from incorporating content-relevant and sociallyappropriate humor in the classroom. Something funny is not necessarily something frivolous. If the
instructors have a humorous personal anecdote that relates to, or is illustrative of, the concept under
discussion, they should not hesitate to share it. Since humor is so rarely found in the “serious” realm of
academic textbooks and lectures, the sheer element of incongruity or surprise alone is often enough to
ensure at least a modicum of student laughter. In a study that found student-instructor interaction in the
course to be higher than it was in other first-year and upper-level classes, students were asked to
identify specific instructor behaviors that contributed to the higher level of interaction in the course.
Students identified “use of humor” as one instructor characteristic that contributed to the higher level of
interaction (Reynolds & Nunn, 1998).
Using concept-relevant cartoons is an effective way to command immediate student attention to the
concept being taught, as well as provide students with an effective (and affective) visual illustration of
the concept that serves to enhance its retention.
Occasionally, visit with students on their “turf” or territory (e.g., student cafeteria, union, or
lounge). Instructors’ willingness to go where students go sends a message that it is not below their
professorial dignity to associate with students. In fact, it may suggest to students that instructors
genuinely enjoy spending time with them, above and beyond the time they have to must spend with
them in class.
Participate in co-curricular experiences with students (e.g., campus workshops, intramural
sports, student elections, campus pep rallies), and if you intend to attend an event, announce to
your class that you will be there. This practice should serve to stimulate student participation in cocurricular experiences, and it enables students to see you in a different light. Participating with students
in such informal, non-threatening activities allows them so see you as a “regular person.” Seeing you in
this light may make students feel less intimidated about interacting with you outside of class on issues
that are course-related or personal in nature.
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