IDENTIFICATION

INSTRUCTOR:  Megan Maenius

UNIT TOPIC:  Demonstrate Employability Characteristics of a Successful Worker in the Modern Workplace
LESSON TITLE:  Identify business etiquette 

CLASS:  Entrepreneurship in Agriculture
DATE BEST TAUGHT  February

TEKS:119.44.c. (1) (C)

OBJECTIVES (TSWBAT---The student will be able to…)

· Identify business etiquette information from a video as a class with no errors.
· Discuss business etiquette as a class with no errors.
· Demonstrate business etiquette given a real-life situation with no errors.

· Analyze a given scenario utilizing business etiquette with no errors.
TEACHING MATERIALS AND RESOURCES (What do you need to bring?)

· “Career Planning Basics” DVD from CEV multimedia
· Note cards for the two volunteers

· Case study over business etiquette

· Video handout

· TV with DVD Player

TEACHING PROCEDURES---Preparation, Presentation, Application, Evaluation

Preparation (Interest Approach/Motivator) 


Anticipated # of Minutes
	Key Points
	Methods

	Good Afternoon!  Hope you have had a good day.
I need two volunteers.  (One will be an angry client who must speak with the manager who is unavailable, and the other is a secretary for the manager who is not in the office.)

Today we will:

· Identify business etiquette information 

· Discuss business etiquette 

· Demonstrate business etiquette given a real-life

· Analyze a given scenario utilizing business etiquette


	5 Minutes
Teacher led Discussion




Presentation (The Meat!) 




Anticipated # of Minutes

	Key Points
	Methods

	Watch Career Planning Basics DVD from CEV. (Title 13, Chapters 1-5)

Pause Video at the following points and ask the questions indicated:

Before Chapter 2

· What is business etiquette?

· Is knowing how to act in a variety of social situations or following socially acceptable behavior 
· Why are interactions with coworkers so important?

· Due to developments in technology resulting in lack of human interaction

· What are some good manners that will help make your work environment easier?

· Good sense of humor

· Be nice to everyone

· Avoid gossip

· Do not put down others

Before Chapter 3

· What describes business attire?

· Comfortable

· Professional

· Neat

· What is too casual?

· Sweatpants

· Tank tops

· Ripped jeans

· Short shorts/skirts

· Busy/ inappropriate t-shirts

Before Chapter 4
· What are some basic manners to keep in mind when at work?

· Have a good attitude

· Use time wisely

· Be thoughtful

· Avoid bad habits(gossip, messiness, obscene language) 

· Avoid taboo topics (salary, promotion, commission, personal problems, age, job searches)
Before Chapter 5

· When handling a rude caller, how should you handle it?

· Be courteous but firm

End of the video
· What is word that stands for internet etiquette?

· Netiquette

· What should not be done on the internet at work?

· Chatting

· Shopping

· Recreational surfing

· What do capital letters mean in cyberspace?

· Shouting


	25 Minutes
Video

Oral Questions



Application (What will they do with what you taught?)
Anticipated # of Minutes
	Key Points
	Methods

	Break into groups of 3 – 4 students.
Pass out the Case Study.

Give the student a few minutes to read the case study.

Have students share their solutions with their group.

After 5 – 7 minutes, allow students to share responses with the class.

Grade Video Handout 
	15 Minutes
Case Study




Evaluation/Summary (How do you know they learned it?)Anticipated # of Minutes
	Key Points
	Methods

	Let’s review:
“What is business etiquette?”

“What are some good manners that will help make your work environment easier?”

“What describes business attire?”

“When handling a rude caller, how should you handle it?”

“What is word that stands for internet etiquette?”

“What do capital letters mean in cyberspace?”

Today we looked at business etiquette.  You will take a test over the unit tomorrow.  I have passed back all your worksheet from this week to review.  The test will cover resumes, cover letters, applications and business etiquette.

See you tomorrow.
	5 Minutes
Oral Questions
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