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Introduction
Annotation: In this unit students will learn how to apply business communication skills to a variety of situations such as: client relations, staff meetings, dealing with foreign businesses, and conflict resolution.

Grade(s): 
	
	9th

	
	10th

	X
	11th

	X
	12th


Time:  

12 hours

Author: 
David Mowery & Small Business Development Pathway team
Additional Author(s): 

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.
Focus Standards

GPS Focus Standards: Please list the standard and elements covered. 
BCS-EV-1:   The student acquires meaning from written material and applies the information to a task. 
BCS-EV-2:   The student effectively communicates with coworkers. 
BCS-EV-3:   The student effectively communicates with people of different cultures and/or countries. 
BCS-EV-4:   The student utilizes strategies for effective conflict management. 

GPS Academic Standards:
ELA12LSV1 The student participates in student-to-teacher, student-to-student, and group verbal interactions.   

ELA12C1 The student demonstrates understanding and control of the rules of the English language, realizing that usage involves the appropriate application of conventions and grammar in both written and spoken formats

National / Local Standards / Industry / ISTE:


Understandings & Goals

Enduring Understandings: Enduring understandings are statements summarizing important ideas and have lasting value beyond the classroom. They synthesize what students should understand – not just know.
Essential Questions: Essential questions probe for deeper meaning and understanding while fostering the development of critical thinking and problem-solving skills. Example: Why is life-long learning important in the modern workplace?
· Why is proper communication vital to any operation?

· What sort of information needs to be handled with confidentiality and privacy practices? Why?

· How is a staff meeting conducted efficiently?

· What is parliamentary procedure?

· How does business protocol differ from country to country?

· What are some best practices for conflict resolution in the business world?

Knowledge from this Unit:  Factual information. 
The student will be able to:

· Identify sources that provide relevant, valid written material. 

· Extract relevant information from written materials. 

· Apply written directions to achieve tasks. 

· Analyze company resources to ascertain policies and procedures. 

· Explain the nature of staff communications. 

· Respect the privacy and confidentiality of others. 

· Participate in a staff meeting. 

· Provide directions for completing job tasks. 

· Conduct a staff meeting. 

· Provide feedback on work efforts. 

· Demonstrate proper respect for diversity. 

· Relate cultural attitudes toward rank and titles, time, silence, space, and body/eye contact for successful international business relationships. 

· Compare business protocol of various countries. 

· Compose effective business communication based on an understanding of the relevant environments and differences in tone, style, and format. 

· Respond appropriately to passive, assertive, and aggressive behaviors. 

· Demonstrate problem-solving techniques to avoid conflicts when dealing with clients and coworkers. 

· Interpret business policies to clients. 

Skills from this Unit:  Performance.



Assessment(s)
Assessment Method Type: Select one or more of the following. Please consider the type(s) of differentiated instruction you will be using in the classroom. 
	
	Pre-test

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

	
	__ Quizzes/Tests

__ Unit test

	
	Group project

	
	Individual project

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

	
	__ Self-check rubrics   

__ Self-check during writing/planning process

__ 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

	
	Subjective assessment/Informal observations

	
	__ Essay tests

__ Observe students working with partners

__ Observe students role playing

	
	Peer-assessment  

	
	__ Peer editing & commentary of products/projects/presentations using rubrics

__ Peer editing and/or critiquing

	
	Dialogue and Discussion

	
	__ Student/teacher conferences
__ Partner and small group discussions

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

	
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

__ Application of skills to real-life situations/scenarios

	
	Post-test


Assessment(s) Title:

Assessment(s) Description/Directions:
Attachments for Assessment(s): Please list.

Learning Experiences
Instructional planning: Include lessons, activities and other learning experiences in this section with a brief description of the activities to ensure student acquisition of the knowledge and skills addressed in the standards. Complete the sequence of instruction for each lesson/task in the unit. 
Sequence of Instruction


1.  Identify the Standards. Standards should be posted in the classroom for each lesson.

2.  Review Essential Questions.

· Why is proper communication vital to any operation?

· What sort of information needs to be handled with confidentiality and privacy practices? Why?

· How is a staff meeting conducted efficiently?

· What is parliamentary procedure?

· How does business protocol differ from country to country?

· What are some best practices for conflict resolution in the business world?


3.  Identify and review the unit vocabulary. 


Suggested unit activities:

· Student written correspondence – have students create a variety of samples

· School-based enterprise policy creation – students may develop policy and procedures for operating a school-based enterprise

· Parliamentary Procedure lesson and role play – have students learn the basics of parliamentary procedure and conduct mock staff meetings using these procedures

· Conducting Business in a Foreign Country Project – have students research the business protocol in a particular foreign country and present to the class

· Conflict Resolution Case Studies – provide student with a variety of case studies exemplifying some sort of business conflict and have the students use various methods of conflict resolution to deal with the situation.

Attachments for Learning Experiences: Please list.
Notes & Reflections: May include notes to the teacher, pre-requisite knowledge & skills, suggestions, etc.


Culminating Performance Task (Optional)
Culminating Unit Performance Task Title:  
Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 
 
Attachments for Culminating Performance Task: Please list.

Unit Resources 
Web Resources:
www.sba.gov

(Small Business Administration website) This website has many tools and tutorials that can be used throughout this course.
Attachment(s): Supplemental files not listed in assessment, learning experiences, and performance task.
Materials & Equipment: 
What 21st Century Technology was used in this unit:
Top of Form

	x
	Slide Show Software
	
	Graphing Software
	
	Audio File(s)

	
	Interactive Whiteboard
	
	Calculator
	
	Graphic Organizer

	
	Student Response System
	
	Desktop Publishing 
	
	Image File(s)

	
	Web Design Software
	
	Blog
	
	Video

	
	Animation Software
	
	Wiki
	
	Electronic Game or Puzzle Maker

	
	Email
	x
	Website
	
	


Bottom of Form
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