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Performance Test
Course Introduction & Leadership

Creating a Project Plan & Flyer

Student’s Name: 




 Date: 






Score: 

 Grade: 
 Date/Number for Reflection: 





Overview:  Creating a project plan is important to the function of business.  Planning out a project enables the employee to figure out time required for the project, the materials needed, the activities, and the outcomes of the project.  Being able to produce desktop publishing documents is an important task that an office professional will have to complete on the job.  Flyers represent information that the employees can read easily and gain lots of information from quickly.  Flyers in the office communicate many promotional activities in the workplace.

Purpose:  The purpose of this assessment is to determine if the student can create a project plan and a promotional flyer using specific guidelines and restrictions by using critical thinking skills.  The underlying purpose is to determine is the student can utilize the knowledge gained in this unit to produce the project plan and the flyer with the correct information.

Standards:  Students will be expected to create a project plan using the knowledge that they have gained though the unit on leadership skills in FBLA.  Content will be graded based on the percentage of knowledge that is presented in the plan.   The students are to compose a flyer using guidelines for content and formatting, but integrating creativity.

Time:  Students will have half of the class period (45 mins) to compose the plan and the promotional flyer.

Student Directions:  When directed to do so, you are to compose a flyer using the information in the scenario and guidelines on page 3 of the exam.

1. Before the Test:

a. Arrange your work area and put away any reference materials that are not permitted to be used during the test.

b. Wait for the instructor to give you a copy of the performance test.

c. Read through the test completely and quietly as the instructor reads it aloud.

d. Ask any questions you have regarding test procedures, the instructor cannot answer content-based questions.

e. Cheating and “wandering eyes” will result in a zero.

f. Begin the test when instructed to do so by your instructor.

2. During the Test:

a. Open a New Document in Microsoft Word.

b. This will be your Project Plan.

c. Save the document to your student folder using the name – Per_Test_Unit1_PP

d. Open a New Document in Microsoft Word.

e. This will be your Flyer.

f. Save the document to your student folder & the class folder using the name – Per_Test_Unit1_F
g. Complete the test using the scenario and guidelines on page 3.

h. Check your document before you print it out.  You will be deducted 10 points if you choose to re-print due to errors.

i. Print out the document.  Do NOT go to the printer to pick up your document, the instructor will do that for you.

j. Your instructor will then give you your printout and the rubric to evaluate your work and the reflection form to reflect on this test so that the instructor can make it better for students.
k. Once you have your rubric, you are NOT allowed to make changes to your document or you will receive a zero.
l. When you complete the rubric and reflection form, raise your hand and the instructor will collect it from you.

3. After the Test:

a. After turning in your work, quietly begin work on the assignment that is on the board until everyone has finished the exam.

b. The instructor will evaluate your project plan and promotional flyer using the rubric.

c. On the top of your returned test will be the order that the instructor will have a reflection session with you to discuss your grade.  This is when you will compare it to the grade and score that you gave your self on the self-assessment rubric.

d. The instructor will guide you as to what you need to review to gain mastery of the content.

e. After the reflection session, you are to initial the rubric stating that the session took place.

Scenario:  You are employed by a local business called Heath Inc.  At Heath Inc. you are the leadership development specialist.  Your supervisor, Ms. Heath, has asked you to develop a leadership program for the other employees using your expertise in leadership skills and activities.
Task:  Using your knowledge of leadership skills and activities, you are to develop a project plan for the leadership development program that Ms. Heath wants you to put on for the employees of Heath Inc.  A program would include objectives (what you want them to know) for the employees in the program, activities/methods to achieve these objectives (group activities, lecture, discussion groups, role play, etc.), materials needed for these methods, timeline for the activities/methods, and how you are going to evaluate the program.

Ms. Heath is a member of FBLA and wants you to include a guest speaker from her organization to the program.  This speaker can talk about any leadership skill related to the mission of FBLA and the Program of Work for the Peachtree Ridge High School Chapter.  Please work this guest speaker into your plan and give them credit in the plan and on the promotional flyer.

Once you have created your project plan, you need to figure out how you are going to inform the employees about your program.  You will need to produce promotional materials such as a flyer.  Your flyer should include the following content: the title of your program, the date, the time, the reasons to attend, contact information, a sample of activities, and the programs.  The format that the flyer needs to have includes: related graphic , eye catching color, bulleted lists, Word Art for the titles, and at least 12 point font for the content of the flyer.

Initiating Cue:  Once you have read the instructions and asked all questions related to the test, you may then begin your work on the performance test.  You are not to use any programs on the computer BUT Microsoft Word.  You may use the Internet for graphics ONLY.  If you appear to be on any information site, you will receive a zero.  Your content should reflect the knowledge that you have gained in class regarding leadership skills, FBLA, and organization of employee training.  Please feel free to be creative and the flyer will be graded based on adherence to the guidelines as well as creativity.
Reflection Form
Performance Test – Unit 1
Student’s Name:  











Student Directions:  Please answer the following questions honestly and with some thought.  Answers will not effect the grading of the test; however, not answering the questions WILL effect the grade on your test.  Thank you for your input.  Have a great day.

I thought that this test was a good way to “test” if I knew the material - YES or NO & why…

I found my strengths on this assignment to be:

I found my weaknesses on this assignment to be:

The ways that I feel I benefited from this assignment were:

The areas that I found that I needed more work in are:

The things that I would change about this assessment are:

Additional Comments:
Performance Test Rubric

Student Name: 





 Date:  





Directions:  This rubric is designed to use by both the teacher and the student to provide feedback in student performance in a fair and objective manner.  The possible point value for each criterion is included at the left of each question.  Consider each question and award the points that you feel you deserve by placing the in the blank space under the correct column.  Comments can be added at the bottom of the page.

PROJECT PLAN

	Points
	Criteria Questions (Did you??)
	Student 
	Teacher 

	10
	Title of the Program, Date and Time
	
	

	10
	Objectives of the Program
	
	

	10
	Outline of the Program/Timeline
	
	

	10
	Activities and Materials
	
	

	10
	Evaluation of Program
	
	

	20
	Leadership Information
	
	

	5
	FBLA Information
	
	

	75
	PROJECT PLAN TOTAL
	      /75
	       /75


FLYER

	Points
	Criteria Questions (Did you??)
	Student 
	Teacher 

	10
	Related Content
	
	

	10
	Formatting Meets Specifications:

· Font Size (14 or larger)

· Color Used

· Graphics Used

· Word Art Used

· Bulleted List Used
	
	

	5
	Creativity:
· Eye catching

· Non-bland wording

· Layout

· Graphics
	
	

	25
	FLYER TOTAL
	      /25
	       /25


	Project Plan Total
	                                      Out of 75

	Flyer Total
	                                      Out of 25

	Overall Total
	                                      Out of 100


Comments:

Reflection session date: 


Student initials
Teacher initials

