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 Nine


	Purpose: 

To promote writing skills & practice synthesis of main points. 
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
01.0-Develop and apply keyboarding skills

01.01-Demonstrate knowledge of alphanumeric keys

01.02-Demonstrate and review correct reach techniques
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
	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.
Career Education  

Monday: Write what you did to make yourself enjoy your four-day weekend.  Did you relax?  If not, why not?
Remember what we do in life and how we handle our lives is up to us.  You are the person in control of your own destiny. Think about what you did to make your life happy for you over the long weekend.  Write a paragraph of at least four sentences to describe your weekend in a positive manner. 
Tuesday:  What is peer pressure?  How should you handle peer pressure?
Write a paragraph of at least three sentences about what peer pressure is and how you should handle it.
Wednesday: Write what your top three “Work Values” are from the results of the survey and copy the descriptions of your top three in your journal from the Career Choices textbook on pages 36-37.
Thursday: Write two facts about what you know about the career of a lawyer.  Write two questions about what you want to know about the career of a lawyer.
Friday: Career Speaker Day
Business Leadership
Monday:  View “Beware of the Hunter” with your class.  

Write a paragraph of at least three sentences that describes what you saw and what lesson was learned from the photographs.
Tuesday:  What is peer pressure?  How should you handle peer pressure?

Write a paragraph of at least three sentences about what peer pressure is and how you should handle it.

Wednesday: View “Panda Therapy” with your class.  

Write a paragraph of at least three sentences that describes what you saw and what lesson was learned from the photographs.
Thursday: Write two facts about what you know about the career of a lawyer.  Write two questions about what you want to know about the career of a lawyer.
Friday: Career Speaker Day
	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
	Assessment

Evidence of progress
	Preparation/

Materials

	Week Nine


 


	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

Florida Department of Education 

Student Performance Standards:
Computer Applications in Business 1 and Career Planning
01.0-Develop and apply keyboarding skills

01.01-Demonstrate knowledge of alphanumeric keys

01.02-Demonstrate and review correct reach techniques

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

	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://fortmyers.fl.ussrv06.newsmemory.com/nie.php; login: EE6001084, password: annmt4. Students will read and create Microsoft Office™ PowerPoint presentations to present to the class.  This week, students will be asked to read the Acceptable Computer/Network Usage Policy and will discuss the rules within their individual groups.
Thursday: Career Education students will read pages 36-37 in the Career Choices textbook on “Work Values.”
Business Leadership students will search the Internet to find a corporation to write a business letter about their product or service.

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

How students will learn
	Assessment

Evidence of progress
	Preparation/

Materials

	Week Nine


	Purpose: 

Who Am I?:
Students will determine their “Work Values” to match them to potential careers that fit their personalities.
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

Florida Department of Education 

Student Performance Standards:
Computer Applications in Business 1 and Career Planning
01.0-Develop and apply keyboarding skills

01.01-Demonstrate knowledge of alphanumeric keys

01.02-Demonstrate and review correct reach techniques

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 
Knowing Who You Are/Work Values 
Students will complete reading Your Personal Profile, Getting What You Want Starts with Knowing Who You Are in the Career Choices textbook. Students will also complete a personal chart, become aware of reactions to ordinary and extraordinary events in their lives by identifying passions, and determine work values by filling out a survey and calculating answers. In teams, students will prepare to present assigned work values to the class. 

Monday: Career Interview 
Students will be given a “Career Interview Handout” to take home to interview a family member, neighbor, relative, or family friend that has been working in a particular field for at least five years. Interviews are due by next week. 

Work Values 
Students will take a brief Work Values pre-test on http://AchievementSeries.com. Students will complete “Work Values Surveys” and score their answers to determine categories of their personal values. Categories of values include adventure, family, knowledge and truth, power, personal integrity and moral courage, money or wealth, friendship and companionship, recognition, independence and freedom, security, beauty or aesthetics, creativity, and helping others. Students will then read about the values and file their surveys in their data folders. 

Tuesday: Work Values 
Students will work on their Work Values Surveys and compile their results by totaling scores to reveal personal work values. When they have completed them, they will read about their work values in Career Choices on pages 36-37 
Wednesday: Work Values & Presentation Assignment
In teams, students will be assigned two work values that they will depict on paper to use as brief presentations to the class along with preparing a skit for each assigned work value that they will present for the class to determine what values they are trying to portray. 

Thursday: Work Values & Presentation Assignment
Students will work on Work Values skits and artwork to teach the class their values.  The class will guess what value they are trying to portray. Teams will show their artwork to the class and review features and job 
Friday:  Career Speaker #4: Matthew Wheeley, Esquire, Morgan and Morgan Law Firm, will discuss the career of an attorney.
	Who Am I?

Students will be graded for completing the Work Values Survey. Additionally, students will be graded for presenting assigned work values to the class in skit format and in pictures.

Passions.  

	Who Am I?

Students are provided with a classroom set of Career Choices textbooks and individual workbooks that will help them discover “Who They Are.” They will read selected pages that define their work values after completing a Work Values survey. After students complete their “Work Values Survey,” they will compile their results. Students in teams will be given tablet paper to brainstorm and define their assigned work values to present to the class along with skits they will develop to perform to allow the class to guess what values they are portraying. 



	
	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 Nine


	Purpose: 

Keyboarding & Block-Style Business Letters:

To promote keyboarding skills necessary for using a computer. 
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

LA.A.2.3-Constructs meaning from a variety of texts

LA.B.1.3-Uses writing processes 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.3.3.1-Understands how volume, stress, and pronunciation affect a presentation

LA.C.3.3.3-Speaks for informational purpose

LA.A.2.3.1-Determines main concept & details

LA.B.1.3-Produces final document as proof of learning
Florida Department of Education 

Student Performance Standards:

Computer Applications in Business 1 and Career Planning

01.0-Develop and apply keyboarding skills

01.01-Demonstrate knowledge of alphanumeric keys

01.02-Demonstrate and review correct reach techniques
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
	Business Leadership

Keyboarding
Students will learn to keyboard until they are able to type 35-50 words per minute.

Monday:  Glencoe’s Keyboarding Connections, Section 1.6, New Keys:  V, Right Shift, and Period (.), pages 20-23. 
Tuesday:  Glencoe’s Keyboarding Connections, Section 1.7, New Keys:  W, Comma (,), and G, pages 24-27. 

Fun Timed Typing Tests

Students will practice one-minute timed tests.

Wednesday:  Glencoe’s Keyboarding Connections, Section 1.8, Review, pages 28-30. 

Thursday: Block-Style Letter Format
Students will be asked to write a letter to a Fortune 500 Company to complain or compliment them on a product or service using block-style formatting. Block-style formatting will be reviewed in class.
Friday:  Career Speaker #4: Matthew Wheeley, Esquire, Morgan and Morgan Law Firm, will discuss the career of an attorney.
	Keyboarding:

Students will complete each section, including timed typing tests at the end of each section and will print and submit final timed tests each day until completed with keyboarding section.  Students will be able to work at their own pace.  


	Keyboarding:

The Lee County School District supplied materials to teach keyboarding and computer applications that the students will use in class.  

Students that pass through keyboarding will begin Computer Connections book.




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

ACCOMMODATIONS
	
	

	Week Nine


	Purpose: 

Career Education:

Who Am I?:
Students will determine their “Work Values” to match them to potential careers that fit their personalities.
Business Leadership:

Keyboarding & Block-Style Business Letters:

To promote keyboarding skills necessary for using a computer. 
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

LA.A.2.3-Constructs meaning from a variety of texts

LA.B.1.3-Uses writing processes 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

LA.A.2.3.1-Determines main concept & details

LA.B.1.3-Produces final document as proof of learning
Florida Department of Education 

Student Performance Standards:

Computer Applications in Business 1 and Career Planning

01.0-Develop and apply keyboarding skills

01.01-Demonstrate knowledge of alphanumeric keys

01.02-Demonstrate and review correct reach techniques

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
	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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