Internet Activity

Topic:
Employee Handbook

Course:
Business Technology Labs and Cooperative Business Experience, Marketing, Advanced

Time Line:
8 hours (3½ hours Internet, 3 hours preparing report, 1½ hour oral presentation)

Project Purpose:
The Director of Human Relations has instructed the staff to develop several sections for a company employee handbook.   Each employee will be assigned a section to prepare by gathering information through the Internet.  Sections needed include:  attendance, safety, harassment, customer service, e-mail policies, disciplinary actions, leave policies (sick, family, pregnancy, etc.), termination procedures, and others to be determined by the Director

NBEA Standard

Information Technology V:  Application Software

Identify, evaluate, select, install, use, upgrade, and customize application software; 

diagnose and solve problems resulting from an application software’s installation and use

Level 3

· Use online databases, Web-based sources, and other information sources to 

access and retrieve information

Communication I:  Foundations of Communication

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

professional levels

B. 
Informational Reading 

Level 1

· Read and follow simple directions

Level 3

· Research information using the Internet and select appropriate materials for 

reports and presentations

C. 
Written Communication 

Level 2

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

· Document properly both print and electronic sources to avoid plagiarism

· Write coherent business messages, instructions, descriptions, summaries, and 

      reports using appropriate formats

· Proofread documents to ensure correct grammar, spelling, and punctuation

Communication III:  Technological Communication
Use technology to enhance the effectiveness of communication

Level 1

· Demonstrate basic keyboarding and computer functions

· Use basic software applications (e.g., word processing, spreadsheets, databases, and graphics)

· Use CD-ROMs. Videos, and the Internet for knowledge acquisition

Level 2

· Use basic functions of databases, spreadsheets, and programming languages to format documents

· Refine documents using electronic spell check, thesaurus, and grammar check tools

· Use online databases and search engines to find basic business information

Procedures:

1.
Search tips:

a.
In using a search engine, quotation marks before and after a search phrase mean that the words within the quotation marks must be included as a phrase in the sites found.
b.
When you find a site with several links you want to investigate, make a bookmark for that site so you can easily return to it.

2.
Browse the Net for information on the topic assigned.  Copy significant information to a word processing document (like taking notes).

a.
Prior to copying information, key in the URL in the word processing document to help identify your source.  

b.
Make sure each reference is documented so that proper footnoting can be provided.

3.
Compose a 1-3 page report for the company handbook on your topic.  In addition to the body of the report, include a title page and reference (bibliography) page.
4.
Share the information on your topic in a five-minute oral presentation to the other members of the department.
Submitted by:
Janet Godby, Blue River Career Programs

Yvonne Perry, Arsenal Technical High School

Evaluation Checklist
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Name








Date Started




Date Finished




Point Value 


Points Earned



	Performance Indicators
	
Yes

√
	
No

√
	
Comments

	Task 1—Search Tips (observation)
	
	

	

	Task 2—Collect Information/Data (observation or printed copy submitted)
	
	
	

	Printed information obtained on selected topic
	
	
	

	Documented all sources of information
	
	
	

	Task 3—Report
	
	
	

	Composed document identifying appropriate information in logical order
	
	
	

	· Document consisted of one to three pages of appropriate material
	
	
	

	· Included title and reference pages
	
	
	

	· Formatted all parts of the report appropriately
	
	
	

	· Demonstrated knowledge and use of correct spelling, punctuation, capitalization, grammar, word usage, and sentence structure 
	
	
	

	· Edited and proofread document to produce error-free document
	
	
	

	Task 4—Oral Presentation
	
	
	

	Exhibited confidence in presenting information
	
	
	

	Demonstrated knowledge of subject matter
	
	
	

	Utilized appropriate visual aids
	
	
	

	Work Habits (Observation)
	
	
	

	Remained on task and on appropriate web site(s)
	
	
	

	Followed all directions
	
	
	

	Completed task in allotted time
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