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PATHWAY:

Administrative/Information Support 
COURSE:  

Business Communication and Presentation
UNIT 2: 

Basics of Communication 
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Annotation: 
In this unit students will be introduced to the basic forms of communication, the elements of communications and an overview of the writing process.  Students will recognize and develop speaking and listening skills, give clear directions, and express thoughts in literal writing.  Students will listen and transmit messages accurately as well as make an oral presentation to a group.

Grade(s):  

	X
	9th

	X
	10th

	X
	11th

	X
	12th


Time:  
12  hours
Author: 
Dr. Michelle Nichols
Students with Disabilities:

For students with disabilities, the instructor should refer to the student's IEP to be sure that the accommodations specified are being provided. Instructors should also familiarize themselves with the provisions of Behavior Intervention Plans that may be part of a student's IEP. Frequent consultation with a student's special education instructor will be beneficial in providing appropriate differentiation.
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GPS Focus Standards: 
BCS-BCP-1 
Students will understand the nature of and practice written communication by planning and writing documents that are appropriate for the situation, purpose, and audience.

a)
Analyze the situation, purpose, and audience to guide the planning, writing, and revising of written material.

b)
Develop and use a writing process appropriate to the situation.

c)
Design letters, memos, and reports that conform to workplace standards and conventions.

d)
Demonstrate and understand effective layout, design, and typography.

BCS-BCP-2 
Students will understand the nature of and practice oral communication by communicating in a clear, courteous, concise, and appropriate manner.

a)
Analyze the situation, purpose, and audience to guide the planning and presentation of oral communication.

b)
Select language, visuals, and method of delivery appropriate to the situation.

d)
Ask questions with confidence to elicit general and specific information.

e)
Respond to questions directly and appropriately

f) 
Organize thoughts to reflect logical thinking before speaking.
BCS-BCP-3  
Students will listen discriminately and respond appropriately to oral communication.

a) 
Analyze the situation, purpose, and audience of an oral message.
b) 
Listen discriminately in order to separate verifiable information from opinion.
d) 
Assess and respond to a speaker’s nonverbal messages.
BCS-BCP-6 
Students will demonstrate the ability to effectively communicate using a variety of written techniques in business and personal environments.

a) 
Identify the six steps of the communication process.

d) 
Incorporate a variety of references, resources, and graphics when writing letters or composing emails.

GPS Academic Standards:
ELA10RL4 
The student employs a variety of writing genres to demonstrate a comprehensive grasp of significant ideas in selected literary works. The student composes essays, narratives, poems, or technical documents.

ELA10RL5 
The student understands and acquires new vocabulary and uses it correctly in reading and writing.

ELA10W2 
The student demonstrates competence in a variety of genres.

ELA11W1 
The student produces writing that establishes an appropriate organizational structure, sets a context and engages the reader, maintains a coherent focus throughout, and signals a satisfying closure.

ELA11LSV1 
The student participates in student-to-teacher, student-to-student, and group verbal interactions.

ELA12C1 
The student demonstrates understanding and control of the rules of the English language, realizing that usage involves the appropriate application of conventions and grammar in both written and spoken formats.

SCSh6 

Students will communicate scientific investigations and information clearly.
National / Local Standards / Industry / ISTE:
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Enduring Understandings: 
· Communications, both formal and informal are virtually important in the world of business.
· Clear written and oral communications as well as non-verbal communications are important as well. 
Essential Questions: 
· What is communication? 

· What are the steps in the communication process?
· What are the different elements of communication?

· What are different forms of communication?

· What is effective communication?

· What are the three main stages of writing?

· How can proofreading marks help in revising documents?

· What are the different forms of communication messages?

· In what instances should each form be used?

· What are the steps used for proper telephone etiquette?

· How can you identify nonverbal communication gestures?

Knowledge from this Unit: 
· Students will identify the steps in the communication process and the different forms of communication.
· Students will identify different elements of communication.

· Students will identify and use each of the three stages of writing.
· Students will identify nonverbal gestures.
· Students will give clear oral and written directions.
· Students will listen and record notes from various speakers.
· Students will distinguish between and use various forms of communication messages.
· Students will identify tips for proper telephone etiquette.
.
Skills from this Unit:  
· The student will write documents using the three-stage writing process.

· The student will write business correspondence using the 6-step communication process.
· The student will write various forms of business documents using the appropriate form and audience.

· The student will use literal writing to give clear oral and written directions.

· The student will communicate clearly by giving an oral presentation.

· The student will be able to listen and record notes and nonverbal cues from speakers’ presentations.

· The student will be able to explain the benefits of effective communication skills in the workplace through the use of various programs in the Microsoft Office Suite.
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Assessment Method Type:  

	
	Pre-test

	
	Objective assessment - multiple-choice, true- false, etc.

	
	__ Quizzes/Tests

__ Unit test

	
	Group project

	X
	Individual project

	X
	Self-assessment - May include practice quizzes, games, simulations, checklists, etc.

	
	_X_ Self-check rubrics   

X__ Self-check during writing/planning process

__ Journal reflections on concepts, personal experiences and impact on one’s life

__ Reflect on evaluations of work from teachers, business partners, and competition judges

__ Academic prompts

__ Practice quizzes/tests

	
	Subjective assessment/Informal observations

	
	__ Essay tests

__ Observe students working with partners

__ Observe students role playing

	X
	Peer-assessment  

	
	_X_ Peer editing & commentary of products/projects/presentations using rubrics

_X_ Peer editing and/or critiquing

	X
	Dialogue and Discussion

	
	__ Student/teacher conferences
_X_ Partner and small group discussions

_X_ Whole group discussions
__ Interaction with/feedback from community members/speakers and business partners

	
	Constructed Responses

	
	_X_ Chart good reading/writing/listening/speaking habits

_X_ Application of skills to real-life situations/scenarios

	
	Post-test


Assessment Attachments and / or Directions: 
Likes and Dislikes Writing Activity
Icebreaker Communication

The Communication Process and Writing PowerPoint

The Communication Process Exercise

Writing Stage Story Sports Activity
Writing Stages Sports Rubric

Proofreading_Marks_Handout[1]

Proofreading Paragraph Activity

Editing a Business Letter Quiz and Answer Key

Business Letter Judging Activity – Printed Version( Letters 1, 2, 3, and 4)
Business Letter Judging Rubric

Forms of Communication_Written Communication PPT
Compose a Memo Activity

Identifying Parts of Business Letter Exam and Key

Business Letter Project 1_Routine Request

Business Letter Project 2

Forms of Communication_Oral Communications PPT
Developing Listening Skills Activity

Developing Skills for Understanding

Following Directions

Telephone Etiquette Project

Informative Oral Presentations

Informative Oral Presentations Self-Assessment Rubric

Informative Oral Presentations Grading Rubric

Literal Writing Activity

How to Make a Peanut Butter and Jelly Sandwich

The Boss is Away Project

Sample Registration Form (The Boss Is Away Project file)
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Instructional planning: 
•
LESSON 1:  INTRODUCTION TO BUSINESS COMMUNICATIONS

1.
Identify the standards. Standards should be posted in the classroom.
BCS-BCP-1 Students will understand the nature of and practice written communication by planning and writing documents that are appropriate for the situation, purpose, and audience.

a)
Analyze the situation, purpose, and audience to guide the planning, writing, and revising of written material.

b)
Develop and use a writing process appropriate to the situation.

c)
Design letters, memos, and reports that conform to workplace standards and conventions.

d)
Demonstrate and understand effective layout, design, and typography.

2.
Review Essential Question(s). Post Essential Questions in the classroom. 

· What is communication? 
3.
Identify and review the unit vocabulary. Terms may be posted on word wall.

	Communication
	Written Communications
	Oral Communications

	Sender
	Receiver
	Audience

	Message
	Purpose
	Idioms

	Planning
	Writing
	Revising

	Homophones
	Proofreading marks
	Feedback

	Chronological order
	Literal
	Nonverbal


4.
Interest approach – Mental set


Ask students for reasons of why they might use writing to communicate.  List answers on the board and talk about each reason.  To get an idea of how each student write, have them write one paragraph about something that they really like.  Also have them write a paragraph about something that they truly dislike.  Use the attached handout:  Likes and Dislikes Writing Assignment

Have each student read and share their response with the class.  Observe those in agreement or disagreement and proceed with a discussion about interpretation of messages and how people perceive things differently just as many have totally different likes and dislikes.  Remember that “one’s man’s junk is another person’s treasure.”
5.
As a “get to know you” activity and a way to communicate to classmates, each student will complete the Icebreaker Communication - GOTCHA ICEBREAKER.  This is a fun activity that gets the class interacting with one another.
•
LESSON 2:  THE COMMUNICATION PROCESS

1.
Review Essential Questions. Post Essential Questions in the classroom. 

· What is communication? 
· What are the steps in the communication process?
· What are different forms of communication?

· What are the different elements of communication?

· What is effective communication?

· What are the three main stages of writing?

2.
Students will be introduced to the Communication Process, the Elements of Communication, and the Stages of Writing by viewing and discussing The Communication Process and Writing PowerPoint file.
3. 
Following the discussion, students will complete The Communication Process Exercise by identifying each element of the communication process.
4.  
After discussing the exercise, review the three stages of writing.  Students will then complete the Writing Stage Story Sports Lesson using the attached rubric for grading.  
•
LESSON 3:  PROOFREADING DOCUMENTS

1. Review Essential Questions. Post Essential Questions in the classroom. 
· How can proofreading marks help in revising documents?

2.
Discuss basic proofreading marks using the Proofreading_Marks_Handout[1].  After the discussion, have students complete the Proofreading Paragraph Activity using proofreading marks.   After each students has completed the editing the paragraph, students will switch papers and have a peer review the copy for any errors that were missed.  Discuss the corrections together as a class.


Ask students to correct a business letter, completing the Editing a Business Letter Quiz and Answer Key, by using editing marks.  They should look for grammar, spelling, punctuation, and format errors.  


· supply missing letter parts

· There are 26 errors


After students have completed marking corrections on paper, have students key the letter in corrected form.

3.  
Students will then complete a Business Letter Evaluation and Judging assignment using the lesson plan and files from the foundation skills section of the CTAERN lesson plans – FS-3.2 Business Letter Editing Activity-Printed Version.  Students will read and critique four business letters.  They will evaluate the letters based on grammatical and stylistic elements.  They will rank each letter is order from best to worst.  A business letter evaluation Business Letter Judging Rubric will be supplied to the students to use as a model for evaluating each letter.
•
LESSON 4:  WRITTEN COMMUNICATION

1. Review standards for the lesson.  Post Standards in the classroom.

BCS-BCP-1 
Students will understand the nature of and practice written communication by planning and writing documents that are appropriate for the situation, purpose, and audience.

a)
Analyze the situation, purpose, and audience to guide the planning, writing, and revising of written material.

b)
Develop and use a writing process appropriate to the situation.

c)
Design letters, memos, and reports that conform to workplace standards and conventions.

d)
Demonstrate and understand effective layout, design, and typography.
BCS-BCP-6 
Students will demonstrate the ability to effectively communicate using a variety of written techniques in business and personal environments.

a) 
Identify the six steps of the communication process.

d) 
Incorporate a variety of references, resources, and graphics when writing letters or composing emails.

2.  Review Essential Questions. Post Essential Questions in the classroom. 

· What are the different forms of communication messages?

· In what instances should each form be used?

3.
Students will be introduced to the different forms of communication and types of communication by viewing and discussing Forms of Communication_Written_Communication PowerPoint file.  During the course of the PowerPoint discussion, students will be asked to complete various assignments related to each form of communication.
4. 
Students will be introduced written and oral forms of communication.  Students will identify the differences in notes, memos, emails, and letters.  Students will complete the following activities for written communications:

· Compose a Memo Activity
· Create an email account – shown on slide
· Compose Email Messages – shown on slide
· Compose Business Letter Project 1 – shown on slide
· Compose Business Letter Project 2 – shown on slide
Students will use proofreading skills and peer reviews to produce an error-free final draft of each communication message.

· LESSON 5:  ORAL COMMUNICATION

1.
BCS-BCP-2 
Students will understand the nature of and practice oral communication by communicating in a clear, courteous, concise, and appropriate manner.

a)
Analyze the situation, purpose, and audience to guide the planning and presentation of oral communication.

b)
Select language, visuals, and method of delivery appropriate to the situation.

d)
Ask questions with confidence to elicit general and specific information.

e)
Respond to questions directly and appropriately

f) 
Organize thoughts to reflect logical thinking before speaking.
BCS-BCP-3  
Students will listen discriminately and respond appropriately to oral communication.

a) 
Analyze the situation, purpose, and audience of an oral message.
b) 
Listen discriminately in order to separate verifiable information from opinion.
d) 
Assess and respond to a speaker’s nonverbal messages.
2.   Review Essential Questions. Post Essential Questions in the classroom. 

· What are the different forms of communication messages?

· In what instances should each form be used?

· What are the steps used for proper telephone etiquette?

· How can you identify nonverbal communication gestures?

3.
Students will be introduced to the different forms of communication and types of communication by viewing and discussing Forms of Communication_Oral_Communication PowerPoint file.  During the course of the PowerPoint discussion, students will be asked to complete various assignments related to each form of communication.
4. 
Students will be introduced oral forms of communication.  Students will identify the differences in notes, memos, emails, and letters.  Students will complete the following activities for oral communications:

· Developing Listening Skills Activity

· Developing Skills for Understanding

· Following  Directions – 3 activities

· Telephone Etiquette Project

· Informative Oral Presentations, Informative Oral Presentation Self Assessment, Informative Oral Presentations Grading Rubric
· Literal Writing Activity

· How to Make a Peanut Butter and Jelly Sandwich

Students will use listening skills, following directions, and written and oral communications skills to complete each activity.  

•
ATTACHMENTS FOR LESSON PLANS

Likes and Dislikes Writing Activity

Icebreaker Communication

The Communication Process and Writing PowerPoint

The Communication Process Exercise

Writing Stage Story Sports Activity

Writing Stages Sports Rubric

Proofreading_Marks_Handout[1]

Proofreading Paragraph Activity

Editing a Business Letter Quiz and Answer Key

Business Letter Editing Activity – Printed Version

Business Letter Judging Rubric

Forms of Communication_Written Communication

Compose a Memo Activity

Identifying Parts of Business Letter Exam and Key

Business Letter Project 1_Routine Request

Business Letter Project 2

Forms of Communication_Oral Communications

Developing Listening Skills Activity

Developing Skills for Understanding

Following Directions

Telephone Etiquette Project

Informative Oral Presentations

Informative Oral Presentations Self-Assessment Rubric

Informative Oral Presentations Grading Rubric

Literal Writing Activity

How to Make a Peanut Butter and Jelly Sandwich

The Boss is Away Project

Sample Registration Form (The Boss Is Away Project file)

•
NOTES & REFLECTION: 

All lessons are written in a 90-minute block format.  However, each lesson can be divided for a 50 minute class period.  It is the responsibility of the instructor to find a natural point in each lesson to divide the activities up over multiple class periods.
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Culminating Unit Performance Task Title: 
· The Boss Is Away . . . Project
Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 
See the lesson plan handout for the above mentioned project.
Attachments for Culminating Performance Task: 
· The Boss Is Away . . . Project Handout and Rubric
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Web Resources:
· Internet – various search engines – any sites that give cultural differences about countries
Materials & Equipment: 
· Computer 

· Microsoft Office Suite

· Internet Access 
· Color Laser Printer
· Other supplies and products as described in class activities
· Projector/Screen or smart board

· Various handouts

21st Century Technology Used: 
	X
	Slide Show Software
	
	Graphing Software
	
	Audio File(s)

	
	Interactive Whiteboard
	
	Calculator
	
	Graphic Organizer

	
	Student Response System
	X
	Desktop Publishing 
	
	Image File(s)

	
	Web Design Software
	
	Blog
	
	Video

	
	Animation Software
	
	Wiki
	
	Electronic Game or Puzzle Maker

	X
	Email
	
	Website
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