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PATHWAY:  
Administrative/ Information Support 
COURSE:  

Business Communications & Presentations
UNIT 6: 

Analyze Societal Communication
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Annotation: 
This unit will make students stop and think about the act of reading. Different text requires different reading styles (skimming, scanning, speed reading, and in-depth reading) and how to read for comprehensive is a detailed task that students will learn after this unit. Learning to use context clues, differentiate between literal and inferential statements, and work to read a manual for directions will all be completed in this unit. Students will end the unit with a group project of making a game. Students will have to work together, manage their time, budget their supplies and most importantly read directions for understanding. 

Grade(s):  

	X
	9th

	X
	10th

	X
	11th

	X
	12th


Time:  
 8 hours
Author: 
Misty Freeman
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-5
Students will read and analyze for content, interpretation, and inference.

a) 
Apply reading skills to identify and analyze the situation, purpose, and audience when reading print and online material.

b) 
Use context clues to recognize word meaning.

c) 
Select appropriate reading method for a particular situation, e.g. skimming, scanning, speed reading, and in-depth reading.

d) 
Distinguish between literal and inferential statements.

e) 
Discuss print and online persuasive information and its impact on decision making.

f) 
Interpret technical/business correspondence, professional articles, and supporting graphic materials.

g) 
Interpret and use information from manuals, computer printouts, and electronic sources.

h) 
Analyze and synthesize information from print and electronic sources to create a group project or product.

GPS Academic Standards:
ELA10RL1 
The student demonstrates comprehension by identifying evidence (i.e.,

examples of diction, imagery, point of view, figurative language, symbolism, plot events

and main ideas) in a variety of texts representative of different genres (i.e., poetry,

prose [short story, novel, essay, editorial, biography], and drama) and using this
evidence as the basis for interpretation.

ELA10RL4-B 
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. The student explains

important ideas and viewpoints introduced in a text through accurate and detailed

references or allusions to the text and other relevant works.

ELA10RC3 
The student acquires new vocabulary in each content area and uses it

correctly. 

ELA12W1 
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.

ELA12W3 
The student uses research and technology to support writing.
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Enduring Understandings: 
In this unit the student:
· Identifies and uses vocabulary terms for understanding application of terms

· Apply reading skills to identify and analyze the situation, purpose, and audience when reading print and online material
· Describes meaning of vocabulary using context clues 
· Demonstrates understanding reading methods skimming, scanning, speed reading, and in-depth reading

· Distinguish between literal and inferential statements

· Models good decision making even when using persuasive information 
· Interprets directions from electronic sources to use interactive web site

·  Analyze and synthesize information from print and electronic sources to create a group project or product
· Works as a team member to create a product

Essential Questions: 
· Why is it important to distinguish between persuasive items that impact decision making? 

· Why should people read every day? 
· Why do you apply different reading methods to text? 

· What is the process of using context clues to understand the meaning of a word?
· What is the process of identifying the purpose, audience and situation in text? 

· What is the process of defining a literal and inferential statement?

Knowledge from this Unit:  
•
Reading skills to identify situation, purpose, and audience

· Defining terms with context clues

· Reading Methods: Skimming, Scanning, speed reading, and in-depth reading

· Reading for comprehension methods

· Difference between literal and inferential statements

· Identify types of genres

· Analyze and interpret directions from electronic source

· Define literary elements 

· Work as a team member
Skills from this Unit:  
•
Navigate a website by reading directions

· Illustrate importance of reading through comic strip

· Write a book with literary elements with a partner through email communications

· Create a game with a group  

· Design a poster to encourage reading
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Assessment Method Type: 
	
	Pre-test

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

	
	__ Quizzes/Tests

__ Unit test

	x
	Group project

	x
	Individual project

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

	
	_x_ Self-check rubrics   

__ Self-check during writing/planning process

_x_ 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

	x
	Subjective assessment/Informal observations

	
	__ Essay tests

_x_ 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

	
	_x_ Student/teacher conferences
_x_ Partner and small group discussions

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

	x
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

_x_ Application of skills to real-life situations/scenarios

	
	Post-test
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Instructional planning: 
•
LESSON 1:  INTRODUCTION TO READING

1.
Identify the standards. Standards should be posted in the classroom.
BCS-BCP-5: Students will read and analyze for content, interpretation, and inference.

a) 
Apply reading skills to identify and analyze the situation, purpose, and audience when reading print and online material.

b) 
Use context clues to recognize word meaning.

c) 
Select appropriate reading method for a particular situation, e.g. skimming, scanning, speed reading, and in-depth reading.

d) 
Distinguish between literal and inferential statements.

e) 
Discuss print and online persuasive information and its impact on decision making.

f) 
Interpret technical/business correspondence, professional articles, and supporting graphic materials.

g) 
Interpret and use information from manuals, computer printouts, and electronic sources.

h) 
Analyze and synthesize information from print and electronic sources to create a group project or product.

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


EQ:  Why is it important to distinguish between persuasive items that impact decision making? 


EQ:  Why should people read every day?
3.
Identify and review the unit vocabulary. Terms may be posted on word wall.

	Literal Statements 
	Inferential Statements
	Context Clues

	Skimming
	Scanning
	 Speed Reading

	In-depth Reading
	Character
	Plot

	Point of View
	Setting
	Theme
	Genre


4.
Interest approach – Mental set


Prompt the students by asking Does seeing a printed ad in a magazine make you want to buy that product? Look at the pop-up ads on a website? Do you click on the ad? Does seeing it persuade you to buy that product? How does the information impact your decision making?  

5.
After talking with the students, explain how we want to encourage students to read every day. This can be pleasure reading, text reading, or novel reading, but reading everyday! Have students read the article Why Is Reading Important? posted on site http://www.learn-to-read-prince-george.com/why-is-reading-important.html After reading article, quiz students on reasons to read as a whole group instruction activity. If students read 15 minutes each day that equals 45 hours of reading during the school year. 

6. 
Ask students what types of reading material can you read? What are the 2 main types: fiction and non-fiction. Further divided are into genres. Genre is a fancy name for a group of books which 
share style, form, or content. Have students explore and describe the different genres. Students should create a definition list for what they can read: List each genre and a definition of each. Include the following genre’s Biography, Autobiography, Realistic Fiction, Mystery/Suspense, Fantasy, Science Fiction, Historical Fiction, Folk Tales, Tall Tales, and Fairy Tales, Myths, Poetry: 


7.  
Have the students go to the website http://bighugelabs.com/ and figure out how to create a poster that encourages reading. Students should read the instructions without teacher help to demonstrate ability to interpret and use information from electronic sources. Using the website as a resource, students will create a 1-2 line statement that encourages reading while showing a picture that is a visual reminder to read.  Allow students to print in color, write name on back and display in hall once approved and graded.  Students could research a fact about reading, depict a special type of reading (biography, autobiography, non-fictional, science-fiction, etc) but must be a poster that encourages other high school students to READ! 
8.
Evaluate posters using a rubric.

9.
Students complete Vocabulary Mix handout.
•
LESSON 2:  READING METHODS

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

•
Why do you apply different reading methods to text?
2.
Have students watch presentation Reading Methods PowerPoint located in resources for this unit and take notes. As students finish the notes on the handout READING METHOD NOTES, lead a guided discussion over the content skimming, scanning, speed reading, and in-depth reading. 

3. 
Divide students into partners. Have student search the FBLA magazine, Tomorrow's Business Leader and find an example of each of the 4 types of reading for which article. Once students have found 4 articles, have groups share the article and why the reading method appropriate for type of reading method noted. Use the national FBLA site http://www.fbla-pbl.org to located latest issue of the magazine if not available in classroom. As the discussion of which article is for which reading method, lead students into discussion that In-depth reading in learning is probably the most common.


4.  
Now to take students into the 4 types of in-depth reading strategies that was targeted in the Reading Methods Presentation. Talk about the acronyms the strategies use to help remember the step. Have the students create a poster/flyer using markers and construction paper to display for the reading method. Teacher should number students 1-4 around the room. Students with 1 do the RAP strategy, students with 2 complete activity on the RIDA strategy, students with a 3 complete poster on the five S method, and students with a 4 complete a poster on the SQ3R method. Refer to the handout Reading Poster for details of the project. 
.

•
LESSON 3:  Context Clues

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


•
EQ:  What is the process of using context clues to understand the meaning of a word?
2.
Explain to the students that now that you know which reading strategy to use, you need to understand words in the reading that are unclear. These are call context clues. 

3. 
Using the site http://www.woodland.k12.mo.us/faculty/rgarner/Reading/context_clues.htm open the Context Clues presentation. This is a presentation that defines context clues in words and then through use of video, applies meaning through examples, and then sends students on a context clue detective mission. Students are provided with a Context Clues Practice Activity in the presentation. Context Clues Pretest and Posttest is included and multiple worksheets for practicing defining words using context clues from this site. Explore the contents and use as appropriate with students in your class.
4. 
Turn in worksheets and pretest in for teacher to evaluate.
•
LESSON 4:  SITUATION, PURPOSE, AUDIENCE

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


•
EQ:  What is the process of identifying the purpose, audience and situation in text? 

2. 
Students should be able to identify the Literary Elements (characters, plot, point of view, setting, and theme) of each article /story read. Discuss each element with students. 

· Characters are people, animals, etc. in stories. The most important person in the story is the main character. Character traits show what a person is like and offer clues to a person's behavior and actions. 
· Plot is the plan or pattern of events in a story. The turning point of a story is when an event happens that lets the reader know something is about to change. The climax of the story comes at the end, when the details come together and form a resolution.
·  Point of View is a way of looking at things. Each story is told from a person's viewpoint. 
· Setting is where and when a story takes place. Settings can change in different parts of the story.
· Theme is the main subject or idea of a book.

3. 
Explain to the students that reading as a purpose, an intended audience, and a situation that is set when the content is written. It is important to understand each element. Using the Purpose and Audience Analysis handout taken from www.readwritethink.org you can provide students with the correct questions to ask to determine the purpose of the selected text, the audience, and the situation. 


Another good resources to use is the from the site University of Houston Victoria Academic Center  http://www.uhv.edu/ac/research/prewrite/pdf/definepurpose.pdf This file defines the purpose, considers the audience, and develops the Thesis of writing.  

4. 
Have students apply these skills by identifying purpose of writing, audience of writing, and the situation of the writing. Pick 2 articles for students to read. Choose 2 articles—one printed article and one online article. Have students read article and identify purpose, audience, and situation. Refer to the handout Purpose, Audience, Situation—What, Who, Where as a reference for this activity. Students should read each article, answer the guided questions, and write about the situation of the text. 

5. 
Time to apply purpose, audience and situation to writing your own book. This project reinforces communication through use of email communication. If no email access, change this portion of the project to fit classroom needs. Refer to the handout Savvy Surfing—Children’s Book Project along with the Rubric as reference for this project.  Students will be working with an assigned partner to write and illustrate a book. The task is to create a children’s book (ages 5-10) that focuses on internet safety. The book must “tell a story” with the moral of the story to be safe when using the internet. All literary elements characters, plot, point of view, setting, and theme must be identifiable in the story. 


A sample copy of a Children’s Book is provided in the resources for this unit. Book binding machine was used to bind completed books. Pages, once approved, were printed on cardstock for stability. 

•
LESSON 5:  DO YOU MEAN WHAT YOU SAY?

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


•
EQ:  What is the process of defining a literal and inferential statement?

2.
Explain to the students that everything may not be as it appears. Ask students to define Literal and Inferential Statements
- Literal Statements: Statements that mean exactly what they say


- Inferential Statements: Statements in which the meaning must be inferred by the reader read between the lines” or even “beyond the lines; combine prior knowledge and experience with passage information.  Making an inference requires using information that is explicit in a passage, determining which ideas are relevant to answering a particular question, and combining those ideas to create something unique, something that is implied by the information at hand.
3. 
To allow student practice time, have students complete the handout Credit Score: Literal and Inferential Statements provided in the resources with this unit. 

•
LESSON 6:  COMIC RELIEF

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


•
EQ:  Can you use directions and figure out how to navigate an interactive website? 

2.
Ask students to create a comic strip about importance of reading. They can illustrate the meaning through a comic. However, they must read the instruction on the interactive site http://www.makebeliefscomix.com/ and figure out how to manipulate the site to create a comic strip. Refer to the handout Comic Strip provided in the references with this unit. 
•
ATTACHMENTS FOR LESSON PLANS

•
Reading Methods PowerPoint
•
Reading Method Notes 
•
Purpose Audience Situation What Who Where
•
Reading Poster
•
Comic Strips
•
Children’s Book Sample PowerPoint
•
Savvy Surfing Children’s Book Rubric for Internet Safety
•
NOTES & REFLECTION: 

This unit requires preparation of reading materials prior to instruction. Depending upon the time of year and local school requirements, the content for the reading portion can be altered as needed. 

[image: image6.jpg]% CULMINATING PERFORMANCE TASK





Culminating Unit Performance Task Title: 
Students will work with a group to create a game board from analyzing information. 
Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 
Students will have to work as a team to develop a trivia game that will aid FBLA members in preparing for the FBLA Future test. Refer to the handout Game Designing Guidelines for this project for complete description of required elements. The teacher should have the supplies for the project readily available and a folder for each group. Divide students up into groups of 3 and assign group numbers (this will be included on all documentation throughout project). Adjust as needed to fit class size. It is CRITICAL to the project that students have daily materials returned and ready at the beginning of each class. Teacher should role model organization and preparation throughout entire project. 

The game designed should be a complete game: package that opens which contains the board, playing pieces, game cards, and instructions on how to play the game. The game will be presented before the GAMES, Inc board for evaluation on stated date by Lead Engineer (teacher). 
Entire project should be described to students on day 1. Use the Game Designing Guidelines to aid in description of the game. Teacher should outline time frame for project to students. A folder for each group should be provided with copies of balance sheet, checks, daily journal for each group member, and copy of order forms. A complete description of the project budget should be explained as the need for planned activities and wise use of time and resources. 

Basic Outline of Project: 

Day 1: Teacher presents project, assigns groups, distributes material

Day 2: Teacher answers questions, groups begin to sketch out design, submit sketch for approval
Day 3: Teacher meets with students about design, approves design or offers suggestions for design, and students begin working on supply list and check writing. 

Day 4-8: Teacher monitors student progress while creating game. Teacher should monitor time for class period to allow time for journaling each day and clean up of work area. 

Each day of the project, students will submit orders for supplies. Teacher must be prepared daily with orders, returned checks, fines, notes and must keep a running tally of balance sheet for each team. Example Supply Closet Purchase Order provided in the resources for this unit. 

Teacher will maintain Supply Closet for the project and a schedule for students to meet with Engineer (teacher). 
Students will have 2 roles in project creation: worker and choice of one of the positions below with the noted job description: 

·  Group Leader—Pick up supplies from Supply Closet, monitor bookkeeper running balance, maximize use of supplies, verify clean work space at end of each working session, monitor balance sheet for group, schedule meeting with Engineer as needed, sign checks

· Record Keeper— ordering materials from the Supply Closet, keep copies of group members daily journals in group folder, return all supplies to Engineer daily, verify balance sheet for group daily

· Bookkeeper—writes checks for supply orders, keeping a running balance, file all cancelled checks in envelope labeled with group number, pick up daily fines/returned checks/notes from Engineer

The game should include a decorated game box to hold all the pieces, board, directions to play the game, along with a game board, at least 40 questions/items/facts should be included in trivia game to win the game, directions with how to get started, how to play the game, how winner is determined along with any game pieces that are needed to play the game. 

Students will present game to BOARD (teacher and fellow classmates) on stated date for evaluation. Each group will present game and tell basic idea of the game. Entire class will be assigned a game to play—not with original group members. Each new group will play the game for 3/4 class period. 

Attachments for Culminating Performance Task: 
•
Supply Closet Purchase Orders
•
Game Design Guidelines
•
Daily Journal
•
Checks
•
GAMES Inc Order Form
•
Balance Sheet
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Web Resources:
•
http://www.learn-to-read-prince-george.com/why-is-reading-important.html
•
http://www.fbla-pbl.org
•
http://bighugelabs.com/ 
•
http://www.woodland.k12.mo.us/faculty/rgarner/Reading/context_clues.htm
•
www.readwritethink.org
•
http://www.uhv.edu/ac/research/prewrite/pdf/definepurpose.pdf
Materials & Equipment: 
•
Pizza Box
•
Foam Board ¼ sheet pieces

•
Markers

•
Scissors


•
Glue


•
Masking or Duck Tape

•
Paper Cutter

•
White Copy Paper

•
Colored Copy Paper

•
Colored Construction Paper

•
Color Printer

•
Accessory Pieces to be used as game pieces

•
Card Stock

•
Binding Machine and Combs
21st Century Technology Used: 
	x
	Slide Show Software
	x
	Graphing Software
	
	Audio File(s)

	
	Interactive Whiteboard
	
	Calculator
	x
	Graphic Organizer

	
	Student Response System
	x
	Desktop Publishing 
	x
	Image File(s)

	
	Web Design Software
	
	Blog
	x
	Video

	
	Animation Software
	
	Wiki
	
	Electronic Game or Puzzle Maker

	
	Email
	
	Website
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