Part 1
1.What is the policy on late assignments and late discussion board posts?
The course has very stringent guidelines on late assignments and late discussion board posts. The policy on late assignments specifies that late assignments will not be accepted. The policy also indicates that assignments cannot be submitted via email. All assignments must be submitted through moodle by the due date and time. The primary expectation when it comes to discussion board posts is that they should be submitted on time. Discussion posts are also expected to adhere to requirements regarding mechanics, grammar, and academic integrity. Students are therefore expected to read through the instructions carefully conform to the policy on academic integrity. The posts are not to be referenced to external sources, however, unless expressly specified by the professor. The student is also required to engage with peers immediately failure to which the grade will be lowered substantially. 
2.What is the professor's email address?
The professor’s email address is dtaylor1@webmail.essex.edu 
3.Why is it important to manage one's time effectively in an online course?
It is essential to manage time within an online course for various reasons. One of the primary reasons for effective time management is the fact that collaboration can only happen effectively if all persons manage time properly. It is difficult to interact with other students and the course instructor/ professor without proper time management. All collaborators have busy schedules and have to properly plan their time and meet deadlines for collective gain. 
4.What is the statement on academic integrity and what does it mean?
Research papers should always reference ideas from external sources as part of the academic integrity framework. The implication for such a policy is to ensure that students do not plagiarize work and that they acknowledge the fact that their work may incorporate material from other people. This policy is also essential in ensuring that research is authentic and not a duplication of external sources. 
Part 2
Provide a brief 75-word summary of the video. 
The video involves an analysis of the importance of effective communication and the barriers to effective communication within different contexts by a panel of six individuals. The panel briefly interrogates the broad concept of effective communication at various levels including the personal level and communication within different environments. The participants further examine some of the ways that they can overcome the different barriers to effective communication at the various levels and within the different contexts. 
· What are the barriers to effective communication?
Barriers to effective communication are factors that lead to a disconnect in the conveyance or delivery of a message between two or more parties. Barriers to effective communication can be mental, emotional or even physical and can hinder either the framing or delivery of a message. 
· How can one overcome these barriers?
Barriers to effective communication can be overcome by a heightened consciousness on the part of an individual leading to proactive listening and seeking feedback from the other parties. It is also essential for individuals to avoid any distractions that arise within the process of communication.  
· What tools of communication work best in communicating the following messages? 
· Performance report
A performance report can be communicated through a memo for group performances or through an appraisal form for individual performance. These are very targeted, formal and direct ways of providing feedback on performance.  
· Bad news
Bad news should be conveyed in person because of the emotional variables involved. 
· Opinions
Opinions can be shared on personal social media platforms or in public newspapers. Such avenues do not intrude into the spaces of others but serve as a way of expression for the sender of the message. 
· Questioning
Questioning can happen in different ways within different contexts. The most appropriate way to question is through face-to-face meetings. Questioning can also happen in the form of a questionnaire or survey as some of the most effective tools for data collection. 
· Updates
Updates can be done through broadcast messages or social media handles depending on the targeted reach. 
· Meeting notices
Notices to meetings should be done through email or whatever channels that are used for communication. 
· Compliments
Compliments can be done through customized notes that are addressed to specific persons. Compliments can also be done via social media depending on the type of relationship between individuals. 
· How do you select the appropriate tool for communicating?
[bookmark: _GoBack]The best way to select an appropriate tool for communicating is through evaluating the nature of the audience. It is essential that the intended audience is able to interact with whatever tool is selected for given communication. It is also critical for the sender to consider factors such as barriers to communication that may affect delivery of the message if a certain tool for communication is selected. The sender of the message should also consider other factors such as the available infrastructure and the environment in which communication is taking place before settling on a given tool. 
