unit lesson plan

	
	Content and Skills*
What students will know and be able to do
	Instructional Methods & Activities

How students will learn
	Assessment

Evidence of progress
	Preparation/

Materials

	Week One


	Purpose: 

To promote writing skills & practice synthesis of main points. This week, the concept will be introduced and practiced.  Electronic journals will begin next week.
Goal 3 Standards:

LA.B.1.3-Uses writing processes

LA.B.2.3-Writes to communicate ideas & information effectively

Benchmarks:

LA.B.1.3.1-Organizes information according to type and purpose of writing

LA.B.1.3.2-Conveys sense of completeness to main idea & provides logical progression of ideas
LA.B.2.3.1-Demonstrates comprehension of content

LA.B.2.3.2-Selects and uses appropriate formats for writing

Florida Department of Education 

Student Performance Standards:
Computer Applications in Business 1 and Career Planning
02.0-Develop and apply word processing skills utilizing current technology
02.01-Apply margins, tabs, line spacing, paragraphs 

02.02-Insert and manipulate graphics, word art, text

02.03-Utilize Word/character count command

02.04-Insert date and time

02.05-Understand printing options

02.06-Move text in a document: drag and drop

02.08-Create bulleted and numbered lists


	Career Education & Business Leadership
Daily Journal Entry:

Students will keep an electronic journal in Microsoft Office™ Word.  Each day, at the beginning of class, students will key the required task in one continuous file that will be graded for content each week.
Monday: Organizational Day.  Welcome All! Will discuss Daily Electronic Journal that will be started the next class session.
Tuesday: Begin Electronic Daily Journal formatting, saving, and review expectations and grading.
Review standard formatting. Default font in Calibri at 12 point, Header right justified with name and period, Margins top-.5, bottom-.35, right-.35, and left .35, date: Bold and Underlined, Return and type task for the day in plain font by Word-wrapping text.  Save text to Intranet file in folder.
Wednesday: Write a definition of what the words “professional standards” mean to you.
Thursday: Write your autobiography in a paragraph. Include your name, where you were born, family, pets, hobbies/ interests, places traveled, something unique, and future plans.
Friday:  Continue to write your autobiography and include a paragraph at least eight sentences long about a personal story that you are willing to share with the class.
	Daily Journal Entry:

Electronic journals will be evaluated weekly to ensure commitment to activity and to place a word processing grade in Pinnacle each week.  To demonstrate word processing expertise, students will be expected to spell check, keep journals in a logical order, and save to their own personal directory.
	Daily Journal Entry:

Determine journal task for each day. Display daily task on board through Mimeo™ technology. 

	
	Content and Skills*
What students will know and be able to do
	Instructional Methods & Activities

How students will learn
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Evidence of progress
	Preparation/

Materials

	Week One


 


	Purpose:

Promote reading process & understanding of material.

Goal 3 Standards:

LA.A.1.3-Uses reading process

LA.A.2.3-Constructs meaning 

LA.B.2.3-Communicates ideas and information effectively

Benchmarks:

LA.A.1.3.4-Uses strategies to clarify meaning

LA.A.2.3.2-Determines purpose and effects of material

LA.A.2.3.4-Uses variety of reading materials to develop personal preferences

LA.B.2.3.1-Demonstrates comprehension
	Reading: 

Each week, students will have 10-15 minutes of dedicated reading time.  The classroom is equipped with books about careers, the Internet, computer operating systems, programming languages, computer industry historical information, business, accounting, self-improvement, stock market, and reference materials. The News-Press is available online from Monday through Friday by accessing http://gannett-nieplus-fortmyers-fortmyers-fl.fl.newsmemory.com/; login: EE6001084, password: annmt4. Students will read and create Microsoft Office™ PowerPoint presentations to present to the class occasionally to develop comprehension.  
Tuesday: For the first week of the semester, students will read through the class syllabus to determine what will be covered in class and to discuss required supplies. 

	Reading:

Summarization and presentation of reading material will be graded for comprehension of material, synthesis of content, ability to incorporate own opinion, and organization.  Students will present brief presentations to the class.
	Reading 

The classroom is equipped with my personal library of books about the Internet, computer operating systems, programming languages, computer industry historical information, business, accounting, self-improvement, stock market, and reference material.  Also, the News-Press is available online on from Monday through Friday.  Additionally, the classroom contains a technology museum, character building words, work values artwork, and career related posters.  Students may use the books in class or may investigate further anything they find of interest in the above categories and may research them on the Internet.


	
	Content and Skills*
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	Week One

	Purpose: 

Introduction Project:
To promote listening, viewing, and speaking skills.

Goal 3 Standards:

LA.C.1.3-Uses listening strategies effectively

LA.C.2.3-Uses viewing strategies effectively

LA.C.3.3-Uses speaking strategies effectively

Benchmarks:

LA.C.1.3.1-Listens and uses information for personal interest

LA.C.1.3.4-Uses responsive listening skills, including asking questions for clarification
LA.C.2.3.1-Determines main concept & details

LA.C.3.3.1-Understands how volume, stress, and pronunciation affect a presentation

LA.C.3.3.3-Speaks for informational purpose


	Career Education & Business Leadership
Overview & Introduction Project:

THEME: Acceptance, Tolerance, and Searching for the Good in All People  (NO Put-Downs)

This project is to allow students to get to know one another and to feel comfortable with their peers.  Also, students will begin to learn presentation skills.
Monday: Introduction,  Overview, Seating 
Go over beginning of school procedures, processes, and format of class.  Discuss wishes and desires.
Seating Activity

Discuss how fortunate students are to see, hear, walk, etc., and have them silently seat themselves alphabetically by last name pointing out seats one through 32.  Discuss how they felt about the activity and instill classroom attitude of leaving any negative feelings or thoughts at the door when they walk through the room and to think of this class as their opportunity to analyze themselves to determine what they can offer the world to seek happiness and satisfaction. Celebrate “Leadership Awards” for students that assisted others with finding their seats.
Tuesday:  Attaining Self-Confidence
Begin discussion of building self-confidence by the way students “carry” themselves.  Practice walking straight with their heads held high and observing what is going on around them.  Discuss the fact that they are in control of having a positive day or a negative day and to learn to see the glass half-full instead of half-empty. Inform students to respond positively when being asked “how are you?” and to practice smiling on a regular basis.
Wednesday: Classroom Discussion
Students will reveal observations and lessons learned throughout the week from our class project to build self-confidence.  

Thursday:  Introduction Project

Students will write their autobiographies covering the following information:  where they were born, family, pets, interests/hobbies, places traveled to, something unique/interesting, and plans for the future.   

Friday: Personal Story  

Students will continue to write their biographies including a personal story at least 8-10 sentences long to present to the class that will grasp the attention of the audience.
	Building Self-Confidence:

Students will share stories of what they observed or learned by merely being observant and walking tall throughout their days.  Prizes will be rewarded throughout the week for the “top” lessons learned in each class. 
Partner Biography: Partner introduction presentations will be graded for content, completion, and presentation skills.
	Building Self-Confidence:

Classroom discussion about exuding self-confidence. Discuss traits of success that include believing in yourself, the way you walk, and the way you approach life. Students will be asked to begin walking with their shoulders straight and heads held high to observe their surroundings.  They are to report back each day for the first week what they learned by being more observant.
Partner Biography:

Students will write their autobiographies and partner biographies in Microsoft Office™ Word and will save information in their Daily Electronic Journal files. 


	
	Content and Skills*
What students will know and be able to do
	Instructional Methods & Activities

ACCOMMODATIONS
	
	

	Week One


	Purpose: 

Introduction Project:
To promote listening, viewing, and speaking skills.

Goal 3 Standards:

LA.C.1.3-Uses listening strategies effectively

LA.C.2.3-Uses viewing strategies effectively

LA.C.3.3-Uses speaking strategies effectively

Benchmarks:

LA.C.1.3.1-Listens and uses information for personal interest

LA.C.1.3.4-Uses responsive listening skills, including asking questions for clarification
LA.C.2.3.1-Determines main concept & details

LA.C.3.3.1-Understands how volume, stress, and pronunciation affect a presentation

LA.C.3.3.3-Speaks for informational purpose


	Reading Strategies:
Strategy                                   Yes/No

Activating Prior Knowledge        Yes
Clarifying                                      Yes

Context Clues                              Yes
Drawing Conclusions                  Yes

Evaluating                                   Yes

Fix-Up                                         Yes 

Inferring                                       Yes
Key Words                                   Yes

Predicting                                     Yes
Question Answer Relationships  Yes

Rereading                                     Yes

Restating                                      Yes

Setting a Purpose                          Yes

Skimming/Scanning                     Yes

Summarizing                                Yes

Surveying                                      Yes

Think Aloud                                  Yes

Visualizing                                    Yes

Goal 3 Standards
Standards                                 Yes/No
1.  Information Managers               Yes

2.  Effective Communications        Yes

3.  Numeric Problem Solvers         Yes

4.  Critical and Creative Thinkers   Yes

5.  Ethical & Responsible Workers Yes

6.  Resource Managers                    Yes

7.  System Managers                       Yes

8.  Cooperative Leaders                   Yes

9.  Effective Leaders                        Yes

10. Culturally Sensitive Leaders      Yes 
	ESE/ESOL/504 Accommodations
Accommodation                              Yes/No
1.  Peer Tutor/Partners                           Yes

2.  Cooperative Learning                       Yes

3.  Direct Instruction                              Yes

4.  Creative Evaluation/Rubric               Yes

5.  Realia                                                 Yes

6.  Hand Outs / Workbooks                    Yes

7.  Hands-On                                           Yes

8.  Computer/Internet                              Yes

9.  Overhead                                            Yes

10. Proximity Seating                              Yes

11. Extended Time                                  Yes
AYP / Low 25%

Accommodation                              Yes/No

1.  Peer Tutor/Partners                           Yes

2.  Cooperative Learning                        Yes

3.  Direct Instruction                               Yes

4.  Creative Evaluation/Rubric                Yes

5.  Realia                                                Yes

6.  Hand Outs / Workbooks                    Yes

7.  Hands-On                                          Yes

8.  Computer/Internet                              Yes

9.  Overhead                                            Yes

10. Proximity Seating                              Yes

11. Extended Time                                  Yes

12. Reflective Teacher Evaluation      Yes

13. Continuous Monitoring                Yes
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