In-Basket Project

Creating the Proper Image

Teacher Resources
Skill Level:
All-inlcusive

Time Line:
5 hours

Description:
 SEQ CHAPTER \h \r 1Students will complete an activity designed to assess appropriate dress for various work related situations.

SCANS Proficiencies
Information:
Acquires and Evaluates Information



Display examples of appropriate dress


Organizes and Maintains Information



Gather information from workplace


Interprets and Communicates Information



Report information to class

Technology:
Applies Technology to Task



Use appropriate software

Basic Skills

Reading:
Read company dress policy


Peruse catalogs


Refer to accounting reference materials

Listening:
Discuss appropriate dress with employees

Speaking:
Share information orally

Thinking Skills

Decision Making:
Select appropriate dress

NBEA Standards

Communication I:  Foundations of Communication

Communicate in a clear, courteous, concise, and correct manner on personal and professional levels.

C.
Written Communication

Level 1

· Write logical, coherent phrases, sentences, and paragraphs incorporating correct spelling, grammar, and punctuation

Level 2

· Use acceptable standards for grammar, mechanics, and word usage

Level 3

· Compose messages that promote positive human relations

· Compose a variety of business messages and reports using correct style, format, and content

Information Technology V:  Application Software

Identify, evaluate, select, install, use, upgrade, and customize application software; diagnose and solve problems resulting form an application software’s installation and use.

Level 2

· Select and apply the appropriate application software to common tasks (e.g., design a simple web page

Communication II:  Social Communication

Apply basic social communication skills in personal and professional situations.

A.
Positive Self-Concept and Image

Level 4

· Differentiate between types of business attire (e.g., casual, business-casual, professional business, and formal attire) and select the appropriate attire for specific situations
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Teacher Instructions/Guidelines

Description/Jobs

1.
Students will provide a copy of their training station’s dress policy or provide a personally written description from an office manager or supervisor.

2.
Class will discuss various “dress” expectations in the workplace regarding company picnic, Christmas party, interview, daily dress, and dress-down days.

3.
Students will creatively display examples of appropriate dress.  They will need three to five examples for each category listed above.  

Equipment/Software

Computer with word processing software to write personal descriptions of an office dress policy

Supplies/Materials

Catalogs, poster board, glue, paper clips, pocket folders, scissors, and clipart

Recommended Uses

Business classes at any grade level
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Example Output/Solutions

Students can create booklets, posters, etc. illustrating proper attire for given situations.

Catalogs, newspaper inserts, and magazines collected by teacher and students during the year could be used for creating the display.
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Evaluation Checklist

Name______________________________________________________________________

Date Started_______________________

Date Completed_____________________

	Performance Indicators
	Yes

(
	No

(
	Comments

	Submitted a copy of training station dress policy or personally written description of dress from office manager/supervisor
	
	
	

	Participated in discussion regarding acceptable dress at the following:
	
	
	

	· Company picnic
	
	
	

	· Christmas party
	
	
	

	· Interview
	
	
	

	· Daily dress
	
	
	

	· Dress-down days
	
	
	

	Created display with examples of dress from each of the above categories
	
	
	

	· Included three to five examples of each
	
	
	

	· Created attractive display
	
	
	

	· Labeled examples appropriately
	
	
	

	Work Habits Observation
	
	
	

	Completed project in acceptable amount of time
	
	
	

	Remained on task
	
	
	

	Worked independently
	
	
	

	Worked effectively as team member
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You will bring from your training station a copy of your company dress policy or provide a personally written description from your office manager or supervisor regarding dress.

You will discuss various “dress” expectations in your workplace regarding a company picnic, Christmas party, interview, daily dress, and dress-down days.

You will display creative examples of appropriate dress for the above situations.  You may find these examples in catalogs, newspaper inserts, or magazines.  You will need to have three to five examples for each category.  They need to be attractively labeled.  
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Evaluation Checklist

Name______________________________________________________________________

Date Started_______________________

Date Completed_____________________

	Performance Indicators
	Yes

(
	No

(
	Comments

	Submitted a copy of training station dress policy or personally written description of dress from office manager/supervisor
	
	
	

	Participated in discussion regarding acceptable dress at the following:
	
	
	

	· Company picnic
	
	
	

	· Christmas party
	
	
	

	· Interview
	
	
	

	· Daily dress
	
	
	

	· Dress-down days
	
	
	

	Created display with examples of dress from each of the above categories
	
	
	

	· Included three to five examples of each
	
	
	

	· Created attractive display
	
	
	

	· Labeled examples appropriately
	
	
	

	Work Habits Observation
	
	
	

	Completed project in acceptable amount of time
	
	
	

	Remained on task
	
	
	

	Worked independently
	
	
	

	Worked effectively as team member
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