Minibasket
Negotiating a Dress Code

Directions to the Student
In this assessment you will complete an activity designed to simulate a real work situation.  You are to perform this assessment as if you were an employee for the company named in the scenario.  Your evaluator will provide you with all necessary materials and instructions.  As you perform the assessment, the evaluator will observe your performance.  When you have completed the assessment, the evaluator will review your performance with you and answer any questions you may have.  The assessment scenario is as follows:
You work for:
Barkley Manufacturing Company

Your job title is:
Administrative Assistant in Sales Department

In the history of the Barkley Manufacturing Company, there has not been a corporate dress policy; however, management has been observing a gradual decrease in professional dress by the employees.  

A team consisting of employees at all levels, representing all departments, has been formed to discuss what is considered professional appearance.  Your team has one hour to reach a consensus about this volatile issue.  Evaluation is based on reaching consensus.
Response from the Student
Your success in this assignment will be determined on your ability to:

Negotiates to Arrive

at a Decision
Draw a consensus decision in a team setting


Negotiate consensus which all team members can accept
Listening
Listen to all members’ viewpoints

Speaking
Consider different views and avoid using authority to side with one area

Reasoning
Determine common aspects of different views to develop a consensus

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

Directions to the Evaluator
This Proficiency Assessment is to determine whether the student Negotiates to Arrive at a Decision by performing the scenario in the Directions to the Student and completing the tasks listed in the Response from the Student.  This procedure is to be performed in a simulated office environment representing Barkley Manufacturing Company..
Observing the Assessment
Provide the student with:

· Company handbook and/or dress code samples

When the workstation has been set up, provide the student with the Directions to the Student and Response from the Student.  Explain that the assessment will be based on the ability to perform the scenario and the skills identified.  Allow the student to begin when ready and provide information as to the amount of time available to complete the assessment.  Instructions for completion of the assessment will be delivered to the student in a manner appropriate to the individual student’s abilities.  

Response from the Evaluator

Negotiating a Dress Code
Evaluation Checklist

Student 












Date Started 




Date Completed 



Point Value 
      
Points Earned 


	SCANS

Competencies
	Performance Indicators
	Yes

(
	No

(

	Negotiates to Arrive at a Decision
	Draw a consensus decision in a team setting (M005)
	
	

	
	Negotiate consensus which all team members can accept
	
	

	Listening
	Listen to all members’ viewpoints
	
	

	Speaking
	Consider different views and avoid using authority to side with one area
	
	

	Reasoning
	Determine common aspects of different views to develop a consensus
	
	

	Business Technology Lab
Content Standards
	Performance Expectations
	Yes

(
	No

(

	BTL 1.1 Students use keyboarding skills to enter/format text and data.
	BTL 1.1.1 Demonstrate basic keyboarding/ formatting skills.
	
	

	BTL 1.2 Students communicate in a clear, courteous, concise, and correct manner on personal and professional levels.
	BTL 1.2.1 Select language appropriate to the situation.
	
	

	
	BTL 1.2.4 Write logical, coherent phrases, sentences, and paragraphs, incorporating correct spelling, grammar, and punctuation.
	
	

	
	BTL 1.2.6 Use courtesy and tact when dealing with others.
	
	

	BTL 1.4 Students select and use word processing, database, and spreadsheet software.
	BTL 1.4.1 Use word processing software to create, modify, store, retrieve, and print documents.
	
	

	BTL 2.2 Students apply appropriate communication skills in personal and professional situations.
	BTL 2.2.1 Demonstrate courtesy and good manners when interacting with others.
	
	

	
	BTL 2.2.3 Compose various business documents, such as letters, memos, and reports, demonstrating correct style, content, and format.
	
	

	
	BTL 2.2.4 Proofread/edit business documents to meet established guidelines.
	
	

	
	BTL 2.2.6 Apply effective listening skills.
	
	

	
	BTL 2.2.8 Demonstrate effective negotiation skills.
	
	

	BTL 3.1 Students select and use various business software applications, including personal information management and industry-specific software.
	BTL 3.1.1 Use word processing, desktop publishing, database, and spreadsheet software to prepare usable business documents and to solve organizational problems.
	
	


	BTL 5.1 Students use critical thinking, decision-making, and problem-solving techniques to promote sound, effective business decisions.
	BTL 5.1.1 Identify and apply problem analysis techniques in the workplace.
	
	

	
	BTL 5.1.2 Apply decision-making techniques in the workplace.
	
	

	BTL 10.1 Students develop/reinforce strategies to make an effective transition from school to career.
	BTL 10.1.8 Develop and demonstrate appropriate attire for the workplace.
	
	


Negotiating a Dress Code
Evaluation Checklist

Name_______________________________________________________________________

Date Started________________________

Date Completed_____________________

	Performance Indicators
	Yes
(
	No
(
	Comments

	Arrived at a consensus decision 
	
	
	

	Worked effectively as a team
	
	
	

	· Everyone participated in negotiation
	
	
	

	· No one bullied group into a decision
	
	
	

	Developed a reasonable dress code
	
	
	

	· Outlined appropriate dress for employees
	
	
	

	· Gave consequences for violation of policy
	
	
	

	· Created error-free document
	
	
	

	Work Habits Observation
	
	
	

	Completed project in acceptable amount of time
	
	
	

	Remained on task
	
	
	


Negotiating a Dress Code
Example Output/Solutions

The following are suggestions for organizing and evaluating this activity:

The evaluator must be an active observer in order to evaluate this group activity effectively.  What the group decides is not important.  The focus of the activity is that the group arrive at a consensus.  The evaluator should stay completely out of the decision-making process.  Assure students that they are to determine a dress code that they believe is appropriate.  They may create one dress code for everyone in the company regardless of job title, or they may create two dress codes.

Members of an advisory committee might be used as evaluators.  Teacher aides could also assist as evaluators.

Organizing Activity:

1.
Split participants into groups of five, one from each area of the company.

· Administrative Assistant (all office)

· Maintenance

· Manufacturing (assembly line worker)

· Human Resources

· Accounting

2.
Each group member will role play one worker from a specific department (see #1 above).

3.
Participants should read and discuss samples of dress codes.

4.
Participants should arrive at a consensus concerning company dress code.

5.
One participant should take notes and report on the negotiation results.

The following might be observed:

Did each student participate?

Did one person do all the talking?

Did one person assume a leadership role?

Did anyone “bully” the group?

(Be sure participants understand terms such as “negotiation” and “consensus” before beginning the activity)
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