SMALL GROUP ASSIGNMENT

BUSINESS COMMUNICATION

LESSON PLAN FORM

	 NAME 
	Phil Ray Jack
	Course
	Business Communications
	DAY/DATE
	May 29. 2004

	SUBJECT/CONTEXT 
	Methods for conducting effective business meetings
	PERIODS/TIME
	12:00-1:00 

	ACADEMIC LEARNING GOAL
	1.  Development of ability to plan and conduct an effective business meeting.
2.  Development of ability to participate in class discussion.

3.  Development of critical thinking skills.

4. Develop appreciation of Diversity.

	APPROACH
	1. Divide the students into groups of 4-5.
2. Give each group an assignment sheet. Each group should work on a different approach or aspect of business meetings.

3. Each group will turn in a completed assignment sheet.

4. Each student will record their thoughts in a journal.

	ASSESSMENT SUMMARY
	

	

	MATERIALS/RESOURCES NEEDED
	Textbook, journal, assignment sheet.

	PROCEDURES/ACTIVITIES

(teacher and learner)

1. Begin with Q and A. Remind students of the importance of asking questions. 

2. Explain the importance of conducting effective meetings in the business world.
3. Inform students that they will be performing skits that show what can happen in a business meeting.
4. Divide the students into groups and give each group their assignment sheet.
5. Allow time for the members of the groups to introduce themselves and go over the materials.
6. Have the students present their skits in the next class.
	CHECK FOR UNDERSTANDING

(monitoring system/sample questions)

1. Provide positive feedback on the student’s presentation. Be honest, but emphasize the strong points of the presentations.
2. Evaluate the group assignment sheets.

3. Ask the students to describe what happened in their groups. If they seem hesitant in replying, encourage them by suggesting that their group meetings could be compared to business meetings.

4. Ask the students to describe the different ideas expressed in the groups and suggest that each idea represents a different way of looking at things.

During the discussion, students will probably bring up differences in their approaches that may be based on cultural aspects. Encourage the exchange of these ideas.


SUGGESTED

GROUP ASSIGNMENT SHEET

Each group should focus on a different aspect of conducting effective business meetings. Sometimes, it is more fun for the students to provide “bad examples” and show how meetings can go awry. The following group assignment deals with nonverbal signals and can be used to introduce a discussion of nonverbal communication. This should include a discussion of how nonverbal communication is based on cultural rules.
Group Assignment Sheet


Meetings are an important part of every business. Unfortunately, they are not always as effective as they could be. Your group is going to perform a skit showing a business meeting gone awry.

Roles:

The Manager: Quite frankly, the manager feels that holding these monthly business meetings is a complete waste of time. She has reports that she could be working on, and she wouldn’t be conducting the meeting if she didn’t have to.

Super Employee: He loves his job, and is always happy and cheerful. Whenever anyone criticizes the company, he defends it. Unfortunately, his positive attitude is extreme and the people who work with him doubt his sincerity.

New Employee: She has just been hired by the company. In fact, she is pretty new to the country. She is hoping the information she receives in the meeting will be helpful for her.

Chronic Complainer: No matter what happens, this guy will find something wrong with it. If he found a million dollars, he would complain about having to bend over to pick it up.

Any additional group members will play the role of the average employee. Just be yourself.

The meeting:

The company requires that these monthly meetings be held in order to introduce new marketing ideas and provide necessary information to the employees. The next holiday sale will begin next week, and the company hopes to inspire the employees to be excited and supportive about it.

Questions:

What nonverbal signs did you use to communicate your character’s attitude? ________________________

_____________________________________________________________________________________ .

What signals did the other people in your group use to communicate their character’s attitudes? _________

______________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________ .

How did the “manager” respond to those signals? ______________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________ .

PRELIMINARY ASSIGNMENT

MATH

LESSON PLAN FORM

	 NAME 
	Phil Ray Jack
	Course
	Calculus
	DAY/DATE
	May 29. 2004

	SUBJECT/CONTEXT 
	Functions and Models
	PERIODS/TIME
	12:00-1:00 

	ACADEMIC LEARNING GOAL
	1. Introduce students to mathematical functions and ways of representing them.

2. Development of critical thinking skills.
3. Develop appreciation of Diversity.

	APPROACH
	Give the students preliminary assignment sheets.
Suggest that the students refer to their sheets during the class lecture.

Have the students turn in their preliminary assignment sheets and give actual assignment.

	ASSESSMENT SUMMARY
	

	

	MATERIALS/RESOURCES NEEDED
	Textbook, journal, assignment sheet.

	PROCEDURES/ACTIVITIES

(teacher and learner)

· Give the students preliminary worksheets in advance to help them prepare for the lecture. 

· Begin with Q and A. Remind students of the importance of asking questions. 

· Ask individual students to explain a way to represent a function. Give the student time to respond. If they seem uncertain, ask another student.
· After each student gives a response, ask if anyone would like to add to what was said.
· Give lecture on the four ways to represent a function and how they may be used.

· Assign problems from the book.
	CHECK FOR UNDERSTANDING

(monitoring system/sample questions)

· Ask the students to describe what happened when they were working on their preliminary sheets. If they complain that the book was hard to understand, explain that as they acquire an understanding of Calculus terms, the book will get easier to understand.

· Provide positive feedback on the student’s answers. Be honest, but emphasize the strong points.

· Add information to what was said.




PRELIMINARY WORK SHEET
The terms used in the textbook may be difficult for the students to understand. This suggested worksheet is designed to help the students acquire the new terms. Keep in mind that the purpose is to help students prepare for the lecture. By allowing the students use the exact definitions given in their texts, they are able to identify them without worrying about coming up with new words to say the same thing. Later, have them apply the terms to explain different functions. That way, they can show they truly understand them.
The textbook I used for this assignment is James Stewart’s Calculus: Early Transcendentals, 4th Edition, published by Brooks/Cole
SUGGESTED PRELIMINARY WORKSHEET

FOR CALCULUS

REPRESENTING FUNCTIONS

Define the following terms and provide the page number from your text where the definition can be found.

1. Function ______________________________________________________________________

2. Domain  ______________________________________________________________________

3. Range     ​______________________________________________________________________

4. Independent variable _____________________________________________________________

5. Dependent variable ______________________________________________________________

6. Machine diagram_________________________________________________________________

7. Arrow diagram__________________________________________________________________

8. Graph ​______________________________________________________________________
