Advanced Business I Curriculum
San Carlos Unified School District: San Carlos High School
School Year: 2007 - 2008
Teacher: Cindy Barnes

Program Description

The Business program is designed to give students an understanding of business principles, practices, and skills.  Emphasis is also placed on understanding technical innovation and day-to-day business functions of operations management, marketing, human resource management, and finance.  The sequence of courses introduces basic functions of how businesses are owned, managed, and controlled. Topics include: organizational communications, fundamentals of human resource management, and the basics of management decision making and effective leadership.  Instructional strategies and processes incorporate learning resources, materials, technologies, and Arizona State Curriculum Standards appropriate to business.  
Course Description

Fall Semester will focus on Microsoft Office Specialist Certification Requirements.  Microsoft Office Specialist Exam Objectives and Skills are categories of examination tasks, identified by subject-matter experts that certify an ability to productively use Microsoft Office applications. These categories are organized into skill sets representing the more basic functions of each office application.  Assessments are development through the SAM Central Software Program.  
Spring Semester will focus on the foundation of business to succeed not only in students future courses, but in the future beyond school.  An analysis that will enhance the understanding of complex business activities will enable students to discover an area of business that interests them.  Students will appreciate the ethical concerns and issues of social responsibility in the business environment.  Finally, students are encouraged to make sense of the forces and circumstances that drive change in an interdependent and multicultural world.  This should enable students to assimilate the principles of business and management, and to become critical and effective participants in local and world affairs.

Textbooks & Software
A Guide to Microsoft Office 2003 ISBN: 978-1-58003-077-9 Exam tips: http://www.microsoft.com/traincert/mcp/officespecialist/examtips.asp
Understanding Business (8th Edition) ISBN: 978-0-07-310597-0
SAM Central personal training system offers easy-to-follow lessons full of clear objectives, a wealth of task-oriented procedures, and dozens of real-world business scenarios.  
Course Information:

Grade Level:  10, 11 or 12

Length of Course: One year

Type:  Business

Prerequisite Courses:  Complete Career Exploration with a C or better, or with teacher approval.  

	Assignment
	DATE
	Standards
	Skills/Objectives
	Description of

task
	Assessment

	Class room management
	8/13 – 8/17
	4.0 Analyze Factors that Influence Human Behavior. 4.4

5.0 Practice Communication Skills Used in a Business Management Environment. 5.3, 5.4 
8.0 Demonstrate Problem Solving and Decision Making Skills Required in Business Management 8.3


	Unit Objectives
Students will be able:

Prepare a schedule that will enable them to accomplish their most important task.

Employ a common techniques to use time effectively

Organize work area, paperwork, tasks, and computer files.

Understand and manage computer files and folders.  
	Weekly “Things to Do” list

Monthly Calendar

Hanging File folder

Computer file folder

Bi-monthly folder check

Utilize their Yahoo account to manage electronic information.  Email Safety – Email Netiquette reading assignment together as a class.  At the end of reading, students will take the online quiz.  They can not proceed until they have mastered the materials.  

 
	Oral Discussion:

· How can a schedule & help you use your time more efficiently?  

· What can you do to overcome the urge to procrastinate?

· How can organizing your workspace make you more efficient?  

· Does disorganization create stress in your life?
· Quiz at Netiquette



	Assignment
	DATE
	Standards
	Skills/Objectives
	Description of

task
	Assessment

	FBLA Leadership Functions
	8/20/07

Conducted every Monday thereafter

November is the Fall Leadership Conference

December is Skills Competition at ASU
	3.0 Practice Employability Skills Required for Business Management and Administrative Services Careers. 3.5 

5.0 Practice Communication Skills Used in a Business management Environment. 5.4, 5.6 & 5.8 

6.0 Participate in Leadership Activities such as those supported by Career and Technical Student Organizations such as Future Business Leaders of America (FBLA).  6.1 - 6.8
	· Conference participation expands the opportunity for networking, professional growth, collaboration, and competition.

· Writing articles for publication.

· Skills students have gained in leadership, communication, goal setting, responsibility, and organization—skills necessary for a successful career.

· Develop poise, self-confidence, and personal responsibility.

· Provide opportunity for self-expression.

· Develop positive work attitudes.

· Teach the value of competing rather than emphasizing winning or losing.
· Developing transferrable skills
	FBLA leadership development has been fully integrated into business class curriculum. Each student is a chapter member of the San Carlos High School (SCHS) FBLA. Students participate in sales projects, social activities, leadership skills and community service activities throughout the semester.
They begin the year with leadership “games” and learning activities that help break the ice and communicate FBLA as a fun and worthwhile activity. Also included at the beginning of the year is a unit on listening skills to help the committee members communicate with each other and the adults they contact.

On week three, students are introduced to the different committees in FBLA and choose a committee they would like to work on. Once the committees are organized (appointed by the president), they each choose a project to work on for the rest of the semester. All projects are completely student run. They are given class time every Monday for meetings and for accomplishing the things they need to do to see their project to the end.
	Completed projects and membership enrollment.  Rubrics attached within lesson plan


	Assignment
	DATE
	Standards
	Skills/Objectives
	Description of

task
	Assessment

	Microsoft Word
	8/28 – 9/20
	7.0 Apply Technology Tools to Business Management and Administrative Services Support Functions. 7.1 & 7.2
	· Describe the Microsoft Office applications

· Identify the different parts of a Windows application interface.

· Use menus and toolbars.

· Create headers and footers.

· Insert symbols into a document.

· Understand automatic spelling and grammar checking.

· Find and replace text and special characters in a document.

· Use Office Clipboard.

· Apply character and paragraph formats.

· Create hyperlinks to a Web page and to an email address.
· Use document collaboration features to peer edit a document 
	· Students need to download the zipped file at www.lpdatafiles.com for 2003.  The file should be saved on the desktop for easy access.  

· WinZip may need to be installed in order for the files to download correctly.  

· With the teachers guidance the students work at their own pace to complete the exercises outlined in the attached.  

· For visual learners QuickTime tutorials for all applications are available at this site:  http://movies.atomiclearning.com/k12/tutorials  


	Scenario- based
Students will take 4 quizzes and a midterm as documented in attached assignment.  In addition students are required to take a simulated MOS Exam on SAM Central.  Many of the questions in this Microsoft Office Specialist exam require you to complete a series of tasks to create or modify a typical business document.  45 minutes long.  Students can not proceed to "Using Spreadsheet" until they pass the MOS exam or they risk falling behind in the class.  
320 points possible


	Assignment
	DATE
	Standards
	Skills/Objectives
	Description of 

Task
	Assessment

	Job Search Skills
	9/25/07- 10/12/07
	1.0 Explore Careers in the Field of Business Management and Administrative Services. 1.1, 1.4. 1.5 & 1.7

2.0 Develop Job Search Skills for Careers in Business Management and Administrative Services. 2.1 – 2.7
3.0 Practice Employability Skills Required for Business Management and Administrative Services. 3.3
10.0 Explore the Legal and Ethical Environment of Business. 10.1
12.0 Prepare Financial Records Needed in Business Management 12.2 & 12.7
	· Students will learn the appropriate procedures for completing a job application.

· Learn proper procedure for completing employment application.

· Demonstrate ability to follow written directions.

· To help students identify their functional or transferable skills.

· Explore and identify work and personal values; interest; skills; passions.

· All students will be able to calculate their living expenses with respect to the cost of living calculators for money manageability.

· Understand the difference between “minimum wage” and “living wage”

· Calculate what amounts to a living wage in their community.
· To provide the student with an opportunity to examine human relations management and diversity issues in light of real life organizational practices.
	A series of 8 activities that will build upon each other.  

1. Create a portfolio

2. Following directions and completing applications.
3. Cover letter and Resume

4. Revise resume and obtain letters of recommendations

5. Participate in a mock interview

6. Research career matchmaker results

7. Once average salary of chosen career is found students will create a checkbook, car payment and budget.  The students will work on these every payday.   

8. Research Human Resources responsibilities.  Identify various compensation plans.  
	Participation in the reading activities = 50 points

Complete Portfolio include 9 steps = 100 points

Complete resume, cover letter, application & two references = 50 points

Participate in the mock interview = 40 points

Type report for the online specific industry job search = 60 points

Excel checkbook/budget/car payment = 75 points

Total Points Possible = 375


	Assignment
	DATE
	Standards
	Skills/Objectives
	Description of

task
	Assessment

	Excel
	10/16/07 – 11/2/07
	7.0 Apply Technology Tools to Business Management and Administrative Services Support Functions. 7.3 


	· Describe tasks a spreadsheet would be used for.

· Identify different parts of Excel spreadsheet window.

· Enter and edit data in a worksheet

· Use formulas to perform calculations (SUM, AVERAGE, MA, MIN & ROUND.

· Create hyperlinks to a Web page and to email. 

· Apply cell formatting

· Use “What if” questions.

· Utilize amortization table using the PMT function.

· Use multiple sheets in a workbook.

· Create charts and graphs for visual appearance.

· Apply chart formatting.

· Identify various other types of charts that can be created.  
	This is designed to help students prepare for expert certification in Microsoft Office Excel and involves various useful features to manipulate and enhance spreadsheets and to create and modify charts based on the spreadsheets you create.
Class work

Follow coursework and assignments from syllabus on http://teach2.eac.edu/barnes/CMP%20101.doc as attached.  
	Mock Microsoft Office Excel Exam 23-30 Multi-task questions  45 minutes long

Scenario- based
Many of the questions in this Microsoft Office Specialist exam require students to complete a series of tasks for storing and analyzing data.  Emailing a worksheet, creating graphs and charts, converting to HTML and templates.  

250 Total Points




	Assignment
	DATE
	Standards
	Skills/Objectives
	Description of

task
	Assessment

	Access
	11/6/07 – 11/21/07
	7.0 Apply Technology Tools to Business Management and Administrative Services Support Functions.  7.5
	· Describe a relational database and its structure.

· Identify the different parts of the Access database window.

· Define fields and records and primary key.

· Develop a database schema.

· Create a table and a form.

· Enter records using forms.

· View tables in Design view and datasheet view.

· Sort, update and delete records.

· Preview and print records.

· Define relationships.

· View subdatasheets.

· Create and use select queries and range queries.

· Create parameter and update queries.  
	Introduces the MS/Access relational database. Students learn to use various software tools to use queries, forms and reports in developing comprehensive business applications using MS/Access.

Class work

Follow coursework and assignments in Microsoft Office 2003.  Follow coursework and assignments from syllabus on http://teach2.eac.edu/barnes/CMP%20101.doc as attached
	Mock Microsoft Office Excel Exam.

Scenario- based
Many of the questions in this Microsoft Office Specialist exam require you to complete a series of tasks to create or modify a typical business document.

23-30 Multi-task questions

45 minutes long

170 Total Points


	Assignment
	DATE
	Standards
	Skills/Objectives
	Description of

task
	Assessment

	PowerPoint
	11/27 – 12/7
	7.0 Apply Technology Tools to Business Management and Administrative Services Support Functions.  7.4
	· Explain the purpose of a presentation

· Identify the different parts of the PowerPoint window.

· Plan a presentation

· Add and delete slides, and change the order of slides

· Display a presentation in different views.

· Change the design of a presentation using a design template.

· Apply a different color scheme to a template.

· Add footers to slides and use the slide master.

· Apply formatting and add pictures/speaker notes/animation/sound/movie.

· Add a chart from Excel Workbook to a slide.

· Use ink during a slide show presentation.

· Create a photo album.
	 Class work Follow course work and assignments in Microsoft Office 2003 textbook.  Follow coursework and assignments from syllabus on http://teach2.eac.edu/barnes/CMP%20101.doc as attached.  
	Mock Microsoft Office PowerPoint Exam 23-30 Multi-task questions  45 minutes long

Scenario- based
Many of the questions in this Microsoft Office Specialist exam require you to complete a series of tasks to create or modify a presentation that include text, charts, spreadsheet data, pictures, animation, movies and sound.
120 Total points possible

	Practice Exam
	12/11 – 12/20
	
	· In-depth tutorials that explain correct any incorrect answers

· Test history so that students can track their progress over time

· Score reporting by objective so that students can focus on their weak areas.
	Skills assessments are designed to improve your readiness for a technology and help you stay current on the latest Microsoft technologies. Although preparing for a certification exam is not specifically covered in the assessments, students will receive a personalized learning plan that directs them to official Microsoft Learning resources to help close any skill gaps and help track their learning progress.
	Testing date will be announced.  Continue using the practice exam and notice of the in-depth explanations of your weaknesses will greatly improve your chances of passing the real exam.  


Spring Semester
	Assignment
	DATE
	Standards
	Skills/Objectives
	Description of 

Task
	Assessment

	Lesson 6
2nd Semester

Introduction to Business
	1/8 – 1/11
	3.0 Practice Employability Skills Required for Business Management and Administrative Services Careers. 3.1

11.0 Explore Economic Principles related to Business Management. 11.3 – 11.5
	· Identify and explain the 5 factors of production.

· Explain what the Business Environment consists of
· Describe the principles or rights that are critical to the functioning of the private enterprise system. 

· Explain who the stakeholders in a business are. 

· Discuss the evolution of American Business
· Identify and discuss the major challenges that businesses are likely to face in the future. 
· Identify 4 reasons for studying business.
	· Read Chapter 1.  As a class go through the attached lecture to set the stage of introduction to business.  

· Conduct a textbook reconnaissance. Read the Introduction carefully spend about 3 minutes reading the text's table of contents then spend about 12 minutes scanning through the text.  

· As a class let’s read together “Suceeding in this Course” pages P3 – P28.  

· Visit your textbooks online learning center http://highered.mcgraw-hill.com/sites/007310597x/information_center_view0/  click on First Time Users to register.  Let’s try to make one login that we can all use.  

· On the left click on the narrated Power Point.  An excellent power point for the entire class.  

· Review all of the resources available to you to help you understand the content of each chapter.  

· Review the learning aids at the end of the Chapter 1. Go over the case studies. Please ask questions and give comments. 

· Review the chapter summary materials, find and understand the definitions of the key terms at the end of every chapter. (Ongoing process in each chapter).  
· On your key words document list 4 reasons why everyone should study business.  

	· Reading

· Participation

· Attendance

· Key Terms
Total Points = 10


	ASSIGNMENT
	DATE
	Standards
	Skills/Objectives
	DESCRIPTION OF

TASK
	Assessment

	Lesson 7
	1/15 -1/18
	11.0 Explore Economic Principles Related to Business Management. 11.3 – 11.5


	· Compare and Contrast the economics of despair with the economics of growth.

· Explain what capitalism is and how free markets work.

· Discuss the major differences between socialism and communism.

· Explain the trend toward mixed economies.

· Discuss the economic system of the United States, including the significance of key economic indicators (especially GDP), productivity, and the business cycle.

· Define fiscal policy and monetary policy, and explain how each affects the economy.  


	Chapter 2
1. Study Chapter 2 of the text. Use the Learning Goals on page 29 as a guide. 

2. Learn the meanings of the words/phrases listed under Key Terms in the text page 54. 

3. Go over the review and critical thinking questions. 

4. Study the case materials at the end of the chapter. 
5. Review the video & chapter slides
	Key terms = 10 points

Developing Workplace Skills – Break into groups and complete #1 of Workplace Skills.  All results and write up will be printed in the newspaper.  
Chapter quiz = 20 points


	ASSIGNMENT
	DATE
	Standards
	Skills/Objectives
	DESCRIPTION OF

TASK
	Assessment

	Lesson 8
	1/22-2/1

	1.0 Explore careers in the Field of Business management and Administrative Services.  1.2

11.0 Explore Economic Principles Related to Business Management. 11.7


	· Discuss the growing importance of the global market and the roles of comparative advantage in global trade.

· Explain the importance of importing and exporting and key terms used in global business.

· Illustrate the strategies used in reaching global markets and multinational corporations in global markets.

· Evaluate the forces that affect trading in global markets.

· Debate the advantages and disadvantages of trade protectionism.
· Discuss the changing global market and the issue of offshore outsourcing.  
	· Study Chapter 3 of the text. Use the Learning Goals on page 59 as a guide. 

· Learn the definitions of the words/phrases listed under Key Terms in the text on page 84. 

· Go over the review and critical thinking questions. 

· Study the case materials at the end of the chapter. 

· Review the video and slides.


	1.  Key Terms

2. Examine trends in business occupations in the world.  Start with these websites and then find some of your own:

http://europe.vault.com/index.jsp 

http://money.cnn.com/2006/07/27/technology/bestbizideaslist0727.biz2/index.htm 

http://www.emarketer.com/Article.aspx?id=1003195 

Assignment is to list at least five careers that you can work outside the United States along with your key terms.     
3. Complete chapter quiz online or use the attached quiz and email to instructor.  

	ASSIGNMENT
	DATE
	Standards
	Skills/Objectives
	DESCRIPTION OF

TASK
	Assessment

	Lesson 9
	2/5 – 2/15
	3.0 Practice Employability Skills Required for Business Management and Administrative Services Careers. 3.2

10.0 Explore the Legal and Ethical Environment of Business. 10.2, 10.4 – 10.5  


	· Explain why legality is only the first step in behaving ethically.

· Ask the three questions one should answer when faced with a potentially unethical action

· Describe management’s role in setting ethical standards.

· Distinguish between compliance-based and integrity-based ethics codes, and list the six steps in setting up a corporate ethics code.

· Define corporate social responsibility and examine corporate responsibility to various stakeholders.

· Analyze the role of American businesses in influencing ethical behavior and social responsibility in global markets.  


	Study Chapter 4 of the text. Use the Learning Goals on page 89 as a guide. 

1. Learn the meanings of the words/phrases listed under key terms in the text on page 89. 

2. Go over the review and critical thinking questions. 

3. Study the case materials at the end of the chapter. 

4. Study the video and be prepared to discuss the questions about ethics presented.


	1. Type key terms in a Word Document

2. Create a flyer with the six-step process to help improve America’s business ethics.

2. Read “Not all Pirates Wield Swords-Some Sport MP3 Players” on page 93 and answer the following questions in a 3 paragraph essay:

· How will you respond to these ethical challenges?

· Are you willing to pass up the opportunity to get free music if you think that free file sharing is unethical?

3. Take the quiz on page 95.  Within the above essay tell me what your score is and what it means.  

4. Explain what constitutes and the effects of plagiarism.

(Do not write in the book.  Type your answers on a word document as your key terms, 3 paragraph essay and explanation of plagiarism).     

	ASSIGNMENT
	DATE
	Standards
	Skills/Objectives
	DESCRIPTION

OF TASK
	Assessment

	Lesson 10
	2/15/07 – 2/29/07
	11.0 Explore Economic Principles related to Business Management. 11.6 


	· Compare the advantages and disadvantages of sole proprietorships.

· Compare the advantages and disadvantages of partnerships.

· Compare the advantages and disadvantages of corporations and summarize the differences between C corporations, S corporations and limited liability companies.

· Define and give examples of three types of corporate mergers and explain the role of leveraged buyouts and taking a firm private.

· Outline the advantages and disadvantages of franchises and discuss diversity and the challenges of global franchising.  

Explain the role of cooperatives.  
	Study Chapter 5 of the text. Use the Learning Goals on Page 117 as a guide

1. Learn the meanings of the words/phrases listed under key terms in the text on page 144. 

2. Go over the review and critical thinking questions. 

3. Study the case materials at the end of the chapter. 
4. Study the video and be prepared to discuss the questions about forms of Business presented.

	1. Key Terms

2. On the same document as your key terms, complete activity 2 & 3 on page 145.  

3. Go to “Be the Boss www.betheboss.com Take the self test to see if franchising is a good personal choice for you.  (Find the test by clicking on Resources, then on Introduction to Franchising.  Then, under Franchising Basics, click on Franchising – An Interactive Self Test).

4. Create a table comparing all forms of business as shown on page 131.  Your table can be as elaborate as you like (i.e., colors, borders, shading, with or without lines).  I am looking for content and presentation of material.   




	ASSIGNMENT
	DATE
	Standards
	Skills/Objectives
	DESCRIPTION OF TASK
	Assessment

	Stock Market

Tracking Sheet

	Start in March 4th, wrap up and review will be the week of April 23rd
	5.0 Practice Communication Skills Used in a Business Management Environment. 5.5

7.0 Apply Technology Tools to Business Management and Administrative Services Support Functions. 7.2 & 7.3.

8.0 Demonstrate problem solving and Decision Making Skills Required in Business Management.  8.1 & 8.2

12.0 Prepare Financial Records Needed in Business Management.  12.1


	·  Students will use Microsoft Excel or other appropriate spreadsheet software to create spreadsheets showing the changes in their stock prices from data collected from Web sites. 

· Students will create graphs from their spreadsheets using the Chart Wizard in Microsoft Excel. 

· Students will analyze the data to determine the net profit or loss of the stocks in their portfolios. 

· Determine the overall performance of the stock market during their lifetime and make predictions about future performance.

· Construct and draw inferences from graphs that summarize data from real world situations.
	· Introduce to concept of the Stock Market and show a video to open up discussion.  

· As a class read through the educational tutorial on the stock market. Continue to learn more and read through the “Picking a Stock”, and managing your portfolio.  http://library.thinkquest.org/3088/ 
· As the class reads through the tutorial, students should have a word document available for key terms to type definitions.  At the end of “The Stock Market” tutorial is a glossary and the students should type all the words and definitions.  

· The class needs to click on the “Picking a Stock” Tutorial and read through the entire tutorial.  

· Continue vocabulary words and be sure to include all the words at the end of “Picking a Stock” glossary.

· Familiarize students with a stock ticker information.  This site gives a definition of all the information on a stock ticker - http://www.econedlink.org/lessons/index.cfm?lesson=EM292 
· Refer to the assignments attached.  
	Complete the six activities and report results to class.  Include investment information in student portfolio = 15 points each = 90 points total 
1. A list of the stocks you chose, the number of shares you bought, and the initial cost of those shares. 

2. An explanation of your reasons for choosing these stocks and some basic information about each company

3. Spreadsheet tracking the stocks’ prices showing the net gain or loss for each stock.  

4. 10 day graphs showing the changes in the stocks’ prices

5. A final summary giving the total value of the portfolio at the present time.  

6. Class participation and attendance.  


	ASSIGNMENT
	DATE
	Standards
	Skills/Objectives
	DESCRIPTION OF TASK
	Assessment

	Career Fair
	3/17-3/20
	1.0Explore Careers in the Field of Business Management and Administrative Services.  1.3, 1.6
3.0Practice Employability Skills Required for Business Management and Administrative Services Careers. 3.2,3.4

6.0 Participate in Leadership Activities such as those Supported by Career and Technical Student Organizations (FBLA) 6.10
	· Students will learn about factors influencing career choices and lifestyles. 

· Students will interact with professionals from the work world. 

· Help students become familiar with information to ask professionals about career expectations, and the impact on lifestyles and family patterns. 


	Students will ask questions and listen to the speakers to complete the attached forms. 

Draw conclusions with regard to similarities and differences in career expectations and the impact on lifestyle and family patterns. 


	10 Points for every booth the student received a stamp (minimum of 6 booths)

10 points for each workshop attendance (minimum of 1 booth)


	ASSIGNMENT
	DATE
	Standards
	Skills/Objectives
	DESCRIPTION OF TASK
	Assessment

	Lesson 11
	4/1 -4/4
	8.0 Demonstrate Problem Solving and Decision Making Skills Required in Business Management. 8.4 & 8.5

11.0 Explore Economic Principles related to Business Management. 11.1

	· Explain how the changes that are occurring in the business environment are affecting the management function.

· Describe the four functions of management

· Relate the planning process and decision making to the accomplishment of company goals.

· Describe the organizing function of management.

· Explain the differences between leaders and manager and describe the various leadership styles.
· Summarize the five steps of the control function of management.
	1. Look up your stock closing price. 

2. Study Chapters 7 in the Text First - Use the Learning Goals found on pages 181 as your guide. Study the chapter summaries and the related materials.

· Learn the meanings of the words/phrases listed under key terms in the text on page 201. 

· Go over the review and critical thinking questions. 

· Study the case materials at the end of the chapter. 

3.  Review the SWOT’s on various companies http://www.marketingteacher.com/ Create your personal SWOT from 1 on page 202.  On a Word document insert a table with 2 columns and 2 rows.  You can change colors and decorate the page anyway you like.  Be sure to add content that will help you develop goals to work towards.   

	Key Terms = 10 points

Personal SWOT = 50

Quiz = 20 points


	ASSIGNEMTN
	DATE
	Standards
	Skills/Objectives
	DESCRIPTION OF TASK
	Assessment

	Lesson 13
	4/8-4/11
	11.0 Explore Economic Principles related to Business Management. 11.2


	· Explain the organizational theories of Fayol and Weber.

· Explain the various issues involved in structuring organizations.

· Describe and differentiate the various organizational models.

· Discuss the concepts involved in interfirm cooperation and coordination.
· Explain how restructuring, organizational culture, and informal organizations can help businesses adapt to change.  
	1. Look up your stock closing price. 

2. Study Chapters 8 in the Text First - Use the Learning Goals found on pages 205 as your guide. Study the chapter summaries and the related materials.

· Learn the meanings of the words/phrases listed under key terms in the text on page 228 & 229. 

· Go over the review and critical thinking questions. 

· Study the case materials at the end of the chapter. 

3.  Learn about Ford Motor Company’s formal and informal organizational structure http://www.mycareer.ford.com/OurCompany.asp Click on the career links and listen to the videos of their employees.  
	Key Terms = 10 points

Quiz = 20 points


	ASSIGNMENT
	DATE
	Standards
	Skills/Objectives
	DESCRIPTION OF TASK
	Assessment

	Lesson 14
	4/15-4/18
	4.0 Analyze Factors that Influence Human Behavior 4.1 - 4.3

6.0 Participate in Leadership Activities Such as Those Supported by Career and Technical Student Organizations Such as Future business Leaders of America (FBLA) 6.4, 6.9
	· Explain Taylor’s scientific management

· Describe the Hawthorne studies and relate their significance to management.

· Identify the levels of Maslow’s hierarchy of needs and relate their importance to employee motivation.

· Distinguish between the motivator’s and hygiene factors identified by Herzberg

· Explain how job enrichment affects employee motivation and performance.

· Differentiate among Theory X, Theory Y and Theory Z.

· Explain goal setting theory and how management by objective (MBO) exemplifies the theory

· Explain how open communication builds teamwork and describe how managers are likely to motivate teams in the future.  
	1. Look up your stock closing price. 

2. Study Chapters 10 in the Text First - Use the Learning Goals found on pages 259 as your guide. Study the chapter summaries and the related materials.

· Learn the meanings of the words/phrases listed under key terms in the text on page 282. 

· Go over the review and critical thinking questions. 

· Study the case materials at the end of the chapter. 

· After the lecture student take the X-Y Theory test.
· Send the instructor an email with the results and what you learned from this assignment.  
	Key Terms = 10 points

X-Y Theroy Results = Send an email to your instructor, what your score was for the situation management quiz and whether the person prefers being managed by X or Y Theory quiz.  Along with the score give an explanation of what you learned from this assignment = 20 points


	ASSIGNMENT
	DATE
	Standards
	Skills/Objectives
	DESCRIPTION OF TAKS
	Assessment

	Lesson 15
	4/22/08- 5/2/08
	5.0 Practice Communication Skills Used in a Business Management Environment 5.1, 5.2 & 5.7
	· Identify qualities that contribute to effective speech. 

· Learn about recent research in the field of communication accommodation theory and its relevance to political debating.  

· Analyze the candidates verbal and non-verbal communication patterns based on a pre-determined set of criteria. 
· Synthesize their understanding of speech analysis by judging a televised speech, then writing suggestions to improve the speaker's performance.
	1. Look up your stock closing price. 

2. Set the stage by bringing up the subject of verbal and non verbal language.  Explain that the science or study of nonverbal communication is called kinesis
3.  Read the attached from the University of San Francisco.    

4. As a class, read and discuss "Research Brings a New Dimension to 'a Candidate's Voice,'"
5. Divide students into four groups and designate two of the groups as "George W. Bush groups" and two of the groups as "Al Gore groups."

6. WRAP-UP/HOMEWORK: In a future class, the class could watch the video or listen to the audiotape of the winning candidate and further analyze the qualities that contributed to the speaker's effectiveness. Did the speaker display qualities that were not included in the list of judging criteria? 

	Students will be evaluated based on their initial journal entries, thoughtful participation in class discussion, participation in coaching their candidate's presentation, judging of candidates' speeches, and final analyses of a televised speech.


	ASSIGNMENT
	DATE
	Standards
	Skills/Objectives
	DESCRIPTION OF TAKS
	Assessment

	Lesson 16
	5/6/07 – 5/16/07
	3.0 Practice Employability Skills Required for Business Management and Administrative Services Careers 3.3 & 3.6
	· Apply on-the-job experiences and knowledge to classroom projects and activities.

· Apply ethical behavior to marketing applications

· Develop a personnel policy and plan for a customer service policy
	Look up your stock closing price. 

Students will be given approximately 1 week to read and complete Summary, Interesting, Concern (SIC) sheets (at the end of this lesson) on a book on customer service, read one magazine article on customer service with a SIC sheet and bring in 2 customer service plans from local businesses (sample SIC provided). 

Students will discuss book, article and review customer service plans from local businesses and generate a group recommendation of what the school store’s customer service plan should contain.

Students will informally present group recommendations to the rest of the class.

The entire class will write a customer service plan for the school store and decide how to implement it into the school store and evaluate it.


	Performance will be satisfactory when you can:

1.
Demonstrate an understanding of various customer service philosophies

2.
Create a customized customer service plan for the school store

3.
Implement and evaluate the customer service plan at a management level

Rubrics at the end of lesson


	ASSIGNMENT
	DATE
	Standards
	Skills/Objectives
	DESCRIPTION OF TAKS
	Assessment

	Practice Safety
	5/20/08 – 5/30/8
	9.0 Practice Safe Working Procedures for a Business Environment. 9.1 - 9.4

10.0 Explore the Legal and Ethical Environment of Business. 10.3
	· Raise students’ awareness of workplace hazards that could cause injuries or illnesses.

· Equip students with prevention strategies that will protect them from injuries or illnesses in a variety of workplace settings.

· Raise students’ awareness of their rights in the workplace and the laws and resources available to help maintain those rights.

· Encourage students to be active participants in creating safe and healthy work environments.


	Teaching teens their rights - Incorporating information about workers' rights and responsibilities and occupational safety and health training into high school curriculum. By integrating health and safety training into your existing program, we are providing our students with skills they can use throughout their working life. The training we provide may be the only training they get before they are part of the workforce.
	1.    Work experience can be a great benefit to you, but it may also be hazardous.  The following links help students find and learn about current safety and labor laws. 
2      Refer to the student booklet and teacher manual to complete reading and activities.  Another option is online at http://www.cdc.gov/niosh/talkingsafety/states/az/  

3.    Implement a Safety Checklist Program - http://www.cdc.gov/niosh/docs/2004-101/chap3.html#c 

4.    Assure Student Involvement 
5.    When using the Safety Checklist Program, teachers can do the following activities in their classroom:




	ASSIGNMENT
	DATE
	Standards
	Skills/Objectives
	DESCRIPTION OF TAKS
	Assessment

	Lesson 19
	
	12.0 Prepare financial records needed in business management. 12.3 – 12.6
	· Describe the importance of financial information and accounting

· Define and explain the different areas of the accounting profession

· List the steps in the accounting cycle, distinguish between accounting and bookkeeping and explain how computers are used in accounting

· Explain how the major financial statements differ

· Explain the importance of ratio analysis in reporting financial information.  
	Study Chapters 17 in the Text First - Use the Learning Goals found on page 479 as your guide. Study the chapter summaries and the related materials.

· Learn the meanings of the words/phrases listed under key terms in the text on page 479. 

· Go over the review and critical thinking questions. 

· Study the case materials at the end of the chapter. 

2. Complete the SEC activity after the instructors lecture.  List the Total Assets, Net Sales and Net cash provided by operating activities within your key terms document.

3. View the video for chapter 17 as a class or individually on a PC.

4. Watch the video for chapter 17 from the texts online learning website.  Read the Video Case on page 481 and type your answers within your key terms document.

Email key terms, SEC information and Video Case assignments to the instructor.  
	Key Terms = 10 points

Video Case = 50

SEC Activity = 20 points


	ASSIGNMENT
	DATE
	Standards
	Skills/Objectives
	DESCRIPTION OF TASK
	Assessment

	
	
	
	
	
	

	Community Service
	 
	
	Unit Objectives

Students will be able to:

Understand responsibilities as citizens.

Explore new roles

Opportunities for career exploration.

Positive experience of helping others. 

Actively participate in their community


	Contact DES Office

Wellness Center 475-5940

Hospital

Environment recycling center

Elementary School

In groups create a presentation on a community service project.  As a class we will vote and proceed with project.
	Execution of community service project.  Participation to gather resources, contacts, working as a team member and approach the service with the same integrity as displayed on campus.  

Include pictures and activities of the project on the school web site.  




Academic Integrity: 
· Violations of scholastic ethics are considered serious offenses by Eastern Arizona College, the Computer Department and by your instructor. Students may consult the EAC Student Handbook sections on student code of conduct, on scholastic ethics and on the grade appeal procedure.  Copies are available at all campuses.

· All work done for this class must be your own.  While you may discuss assignments with other class members, the final written project must clearly be your own.  You may use work from books and other materials if it is properly cited.  Copying from a book without proper reference or from a person under any circumstances will result in an F for the assignment, and at the instructor's discretion, possibly an F for the course.

· Students are expected to abide by the Student Code of Conduct and the Scholastic Code of Conduct found in the Eastern Arizona College Student Handbook. Copies are available at GCC campus library.

ADA Compliance: 

Gila Community College District strives to comply with the provisions of the Americans with Disabilities Act and Section 504 of the Rehabilitation Act. Students with disabilities requiring special accommodations must notify the instructor of this need or directly contact the Disabled Student Resources Office on your campus at the beginning of the semester. 

       Classroom Behavior: 

· Because of insurance limitations, non-registered visitors are not allowed at class sessions or on field trips.

· Possession of drugs, alcohol or firearms on college property is illegal.

· Eating, drinking, smoking and soliciting are not allowed in classrooms.

· Pets, telephones, pagers and other electronic devices that distract students are not allowed in classrooms.

· Students creating disturbances that interfere with the conduct of the class or the learning of others will be asked to leave.

Instructor Withdrawals:  

The last day for a student to initiate an official withdrawal from a semester-length course and receive a “W” grade is six weeks prior to the last Friday before final exams.  The instructor will not initiate a withdrawal from a semester-length course.  It is the student’s responsibility to withdraw from their course, not the instructors.  Withdrawal for Short-Term and Open-Entry Exit course is the last day of the class.
I find grading the most difficult of all teaching tasks.  However, I have a responsibility to evaluate a student’s academic performance.  Accordingly, my grading rationale will be calculated as follows for the Fall Semester:
	Grade 

	Percent 

	Total Points


	A

	90% - 100%

	900 – 1000 


	B

	80% - 89%

	800 – 899 


	C

	70% - 79%

	700 – 799


	D

	60% - 69% 

	600 – 699 


	F

	0% - 59% 

	000 – 599



	
	Assignments 

Points

Quizzes

 220

Projects

 630

Midterm

  50

Final Exam 

 100

Total Points 

1000




Ultimately your grade will be based upon the above and my overall judgment as to your level of performance and understanding of the subject.


  
Final Grades:

   Final grades can be requested by contacting the EAC Records and Registration Office at 1-800-678-3808, ext. 8270

   On Line:  Log on to www.gilaccc.org and lick on Gila Hank Online to access GCC/EAC’s real time internet registration system.

   For more information contact GCC administrative offices at 425-8481.   
Outline

	Standard


	Date of Attainment



	1.0 Explore Careers in the Field of Business Management and Administrative Services
	October, 2007 -  1.1, 1.4, 1.5 & 1.7

February, 2008 – 1.2

March, 2008 – 1.3, 1.6

Completed March

	2.0 Develop Job Search Skills for Careers in Business Management and Administrative Services.
	October, 2007 – 2.1 – 2.7
Completed October



	3.0Practice employability Skills Required for Business Management and Administrative Services


	August, 2007 – 3.5

October, 2007 3.3

January, 2008 – 3.1

February, 2008 3.2

March, 2008 – 3.4

May, 2008 3.6
Completed May



	4.0Analyze Factors that Influence Human Behavior


	August, 2007 - 4.4

April, 2008 – 4.1 -4.3
Completed April

	5.0 Practice Communication Skills Used in a business Management Environment. 


	August 2007 – 5.3, 5.4, 5.6, 5.8

April, 2008 – 5.5
May, 2008 5.1, 5.2 & 5.7

Completed May



	6.0Participate in Leadership Activities such as those supported by Career and Technical Student Organizations such as FBLA


	August, 2007 – 6.1, 6.2, 6.3, 6.5, 6.6, 6.7, 6.8
March, 2008 – 6.10

April, 2008 – 6.4, 6.9
Completed April



	7.0Apply Technology Tools to Business Management and Administrative Services Support Functions
	September, 2007 - 7.1, 7.2

November, 2007 – 7.3, 7.4, 7.5

April, 2008 – 7.2

Completed November 

	8.0 Demonstrate Problem Solving and Decision Making Skills Required in Business Management 
	August, 2007 – 8.3

April, 2008 – 8.1, 8.2

April, 2008 – 8.4, 8.5

Completed April

	9.0 Practice Safe Working Procedures for a Business Environment
	May, 2008 9.1 – 9.4
Completed May

	10.0 Explore the Legal and Ethical Environment of Business
	February, 2008 – 10.2, 10.4, 10.5
October, 2007 10.1

May, 2008 – 10.3
Completed May

	11.0Explore Economic Principles related to Business Management
	January, 2008 11.3-11.5

February, 2008 11.7

March, 2008 – 11.6
April, 2008 – 11.1, 11.2

Completed April

	12.0 Prepare Financial Records Needed in Business Management
	October, 2007 12.2 & 12.7

April 2008 – 12.1
May – 12.3 – 12.6

Completed May
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