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PATHWAY:  
Administrative/ Information Support
COURSE:  

Business Communication and Presentation
UNIT 4: 

Workplace Communications
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Annotation: 
The students will demonstrate the ability to write an effective business report that reflects international differences while incorporating current business practices and protocol.  Students will also present their findings while explaining the benefits of effective communication in the workplace by using email, the Internet and the Microsoft Office Suite.

Grade(s):  

	X
	9th

	X
	10th

	X
	11th

	X
	12th


Time:  
6 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-6
Students will demonstrate the ability to effectively communicate using a variety of written techniques in business and personal environments.
b) 
Communicate in a clear, courteous, concise, and correct manner.

c) 
Read and follow directions. 
d) 
Incorporate a variety of references, resources, and graphics when writing letters or composing emails.
e) 
Listen objectively and record major points of a speaker’s message.
f) 
Demonstrate the use of correct spelling, grammar, and word usage.
h)
Compose a communication document that reflects international differences and incorporates current business practices and protocol. 

i) 
Develop a comprehensive corporate vocabulary. 

j) 
Prepare and present a business report.
k) 
Explain the benefits of effective communication skills in the workplace.

l)
Communicate thoughts, ideas, and information effectively in writing.

m) 
Relate the changes to business social customs due to email and Internet


communications. 

n) 
Evaluate and select several resources from a variety of information sources by


reviewing each author’s credentials, perspective, or bias.
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Enduring Understandings: 
Students will:
•
Understand that cultural differences influence the interpretations of workplace communications.

· Identify how word usage and dialect can affect communication messages.
· Understand that business letters and memos have been the preferred method of communication for a business however social changes has caused the Internet and email to become standard avenues of communication in business.
· Understand that standard rules of email netiquette need to be followed for all workplace communications.
· Incorporate a variety of references, resources, and graphics when writing business letters and emails.
· Evaluate and review Internet courses by evaluating the websites used in the project.

· Incorporate corporate vocabulary terms in a business presentation.
Essential Questions: 
•
How can cultural differences affect workplace communications? 

•
How can word usage and dialect affect the communication message?
· How can high and low context cultures affect business vocabulary and communication?

· What information is used to evaluate and review websites?

· Can you effectively listen and record notes from a speaker’s presentation?

· Can you explain the benefits of effective communication in the workplace?

Knowledge from this Unit:  
Students will:
•
Identify cultural differences among countries and know how it affects workplace communication.
•
Identify word usage and dialect and how it can affect the interpretation of communication messages.
· Recognize high and low context cultures and how business terms and vocabulary affects workplace communication.
· Evaluate website credentials.
· Listen and record notes from various speakers.
· Explain the benefits of effective communication using the Microsoft Office Suite.
Skills from this Unit:  
Students will be able to: 
· Prepare a variety of business documents while applying editing and formatting techniques that meet employability standards such as correct spelling, grammar and word usage.
•
Identify and describe cultural differences of another country as compared to the U.S. and tell how it affects workplace communication.
•
Word usage errors and dialect and tell how it can affect the interpretation of various communication messages when used in business.
· Recognize the differences in high and low context cultures and tell how business terms and vocabulary affect workplace communication and miscommunication.

· Evaluate websites.

· Listen and record notes from speakers presentations.

· Explain the benefits of effective communication skills in the workplace through the use of various programs in the Microsoft Office Suite.
· 
Prepare a report to communicate thoughts, ideas, and information effectively in writing while explaining the benefits of effective communication skills in the workplace.

•
Listen objectively and take notes from the student presentations.
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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

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

	
	__ Self-check rubrics   

__ 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

	
	Peer-assessment  

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

__ Peer editing and/or critiquing

	
	Dialogue and Discussion

	
	__ Student/teacher conferences
__ Partner and small group discussions

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

	
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

__ Application of skills to real-life situations/scenarios

	
	Post-test


Assessment Attachments and / or Directions: 
Workplace Communications Word Usage Activity
Cultural Differences Around the World Activity 2

Workplace Communications and Cultural Differences Project

Web Site Evaluation Worksheet

Common Business Phrases

Listening Guide Workplace Communications
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Instructional planning: 
•
LESSON 1:  INTRODUCTION TO WORKPLACE COMMUNICATIONS – Word Usage

1.
Identify the standards. Standards should be posted in the classroom.
BCS-BCP-6: 
Students will demonstrate the ability to effectively communicate using a variety of written techniques in business and personal environments.

b) 
Communicate in a clear, courteous, concise, and correct manner.

c) 
Read and follow directions. 

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

e) 
Listen objectively and record major points of a speaker’s message.

f) 
Demonstrate the use of correct spelling, grammar, and word usage.

i) 
Develop a comprehensive corporate vocabulary. 

j) 
Prepare and present a business report.

k) 
Explain the benefits of effective communication skills in the workplace.

l)
Communicate thoughts, ideas, and information effectively in writing.

m) 
Relate the changes to business social customs due to email and Internet


communications. 

n) 
Evaluate and select several resources from a variety of information sources by


reviewing each author’s credentials, perspective, or bias.
2.
Review Essential Question(s). Post Essential Questions in the classroom. 

·  How can word usage and dialect affect the communication message?

3.
Identify and review the unit vocabulary. Terms may be posted on word wall.

	idioms
	literally
	dialect

	Pronunciation
	Verbal communication
	Nonverbal communication

	High context culture
	Low context culture
	Cultural diversity

	Corporate vocabulary
	culture
	


4.
Interest approach – Mental set


Open with a discussion about how people are different even our immediate family members.  Although brothers and sisters have the same parents and grow up in the same house they act and talk differently.  Broaden the discussion to include relatives that live in different regions or states and how their language and word usage might be different.  Then conclude with how words and phrases are different in other countries.  Explain that it is important to understand the differences of people in order to communication better with them so there is less or no miscommunication.

A.
Have students share differences they have seen or encountered with others 


•
Relatives and family


•
Friends and acquaintances


•
People while traveling, etc.
5.
Introduce the Word Usage Activity by discussing the handout, Workplace Communications Word Usage Activity.  Discuss the vocabulary with the students and have them interpret some common idiomatic phrases listed on the worksheet.  Students will then give examples of 5 phrases they use in conversation that are considered to be idioms that might confuse someone else.  Students will also try to identify words used in other dialects within the U.S. that are not common in our area.
•
LESSON 2:  CULTURAL DIFFERENCES AROUND THE WORLD – High and Low Context Cultures

1.
Review Essential Questions. Post Essential Questions in the classroom. 
· How can high and low context cultures affect business vocabulary and communication?

.
2.
Lead a general discussion on basic cultural differences among countries by covering those listed on the handout.  Next lead a discussion about the differences between high and low context cultures.   Explain how context cultures affect how a message can be interpreted.  Many phrases used in U.S. business discussions can be confusing to someone from a different culture.
Students will research common business phrases used in corporate America and give five (5) examples of each to include its meaning using the Cultural Differences Around the World Activity 2 handout.  
•
LESSON 3:  WORKPLACE COMMUNICATIONS AND CULTURAL DIFFERENCES PROJECT

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

· How can cultural differences affect workplace communications? 
· What information is used to evaluate and review websites?

· Can you effectively listen and record notes from a speaker’s presentation?

· Can you explain the benefits of effective communication in the workplace?

2.
Students will complete a workplace communications project that reflects international cultural differences as well as U.S. business practices and protocol using the Workplace Communications and Cultural Differences Project handout.  Students will research a country using the Internet to find cultural differences between that country and the U.S.  Students will use the research information to prepare a report outlining the cultural differences as well as differences in language, word usage, and business vocabulary within the realm of business by selecting five (5) common business phrases from the Common Business Phrases handout and explain its meaning and usage in business.  Students will explain the process of how to simplify communication messages with coworkers from various countries as well as explain the benefits of effective communication in the workplace.  An email message along with the report will be send to the department head (teacher) to notify him/her of the process for a smooth working relationship as well as identify sources used in the research process.  Students will evaluate each source (website) used by completing the Web Site Evaluation Worksheet form.  
3. 
An additional aid in communicating with students for this project, each member will prepare and present a PowerPoint slideshow about the findings presented in the report about workplace communications.  Each student must complete a Listening Guide Workplace Communications handout for at least three (3) members of the class.

4.  
Students will be graded using the rubric provided.
•
ATTACHMENTS FOR LESSON PLANS

Workplace Communications Word Usage Activity

Cultural Differences Around the World Activity 2

Workplace Communications and Cultural Differences Project

Web Site Evaluation Worksheet

Common Business Phrases

Listening Guide Workplace Communications
•
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: 
Workplace Communications and Cultural Differences Project
Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 
See lesson plan above – Lesson 3.
Attachments for Culminating Performance Task: 
Workplace Communications and Cultural Differences Project

Web Site Evaluation Worksheet

Common Business Phrases

Listening Guide Workplace Communications
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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

· 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
	X
	Website
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Business and Computer Science 
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