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Teacher: Robert L. Goetsch   Room:105     Class: Communications Applications 

Date:05/20/02-05/24/02        School: Royal High School      Period: 1st, 2nd, 3rd  & 6th  Conference: 7th period               For:9th –12th Grade


Lesson Plan 8-2 Communications Applications 

Section Objectives: 

Topic or Concept:

The student will learn how to…

· Explain professional etiquette and protocol for making instructions.

· Describe professional etiquette and protocol for using the telephone. 

· Compare and contrast professional etiquette for offering and receiving criticism.  

· Analyze and evaluate the effectiveness of your own and others’ communication. 

· Identify and use appropriate strategies for dealing with differences, including differences in culture, gender, ethnicity, and age. 

Focus / Concept Map:  

· Bellringer Chapter 8 page 253 first paragraph 

· Graphic organizer transparency 8-2 Concept Map
· Graphic organizer transparency strategies and activities, transparencies 8-2

· Interactive Tutor Self-Assessment Software Chapter 8-2

· http://communicationsapplications.glencoe.com overview chapter 8

Chapter Overview:

	Chapter 8: Developing Effective Interpersonal Skills 



Chapter 8 examines the techniques that help people develop effective interpersonal skills within social and professional contexts. This chapter discusses how to appropriately initiate small talk and maintain conversations. Discussing appropriate topics, asking effective questions, demonstrating immediacy, and using listening skills, tact, and assertiveness contribute to effective conversations. Other topics addressed are how to make appropriate requests, how to ask purposeful questions, and how to provide clear directions. As competent communicators, we must also know how to respond to questions and requests with tact and courtesy and how to listen to the directions of others. Section 2 shows how etiquette and protocol are rules for appropriate behavior in professional interpersonal communication. These rules are guides for acting courteously in any professional situation. Addressed in this chapter are etiquette and protocol for making introductions, using the telephone, and for giving and receiving criticism. Last, the chapter discusses appropriate strategies for dealing with differences in culture, ethnicity, gender, and age.

Constructivist / Application Activities / Student Centered:

	Communication Practice Lab

Chapter 8 Developing Effective Interpersonal Skills
Section 2 Applying Professional Etiquette and Protocol 

"Using Criticism Effectively"



To learn how to give and receive criticism effectively, follow these steps: 

	Step 1
	Review the communication strategies for giving and receiving constructive criticism as outlined in your textbook.

	Step 2
	After the teacher divides the class into pairs, decide which person in your group will act as the critic and which will receive the criticism.

	Step 3
	Role-play the following scenarios twice. The first time, violate the communication strategies for giving and receiving constructive criticism. The second time, use the communication strategies for giving and receiving constructive criticism. 

· An employee is late for work and his or her supervisor comments on the behavior. 

· A student did not complete his or her homework assignments and his or her teacher comments on the behavior. 

· A salesperson missed an important meeting and his or her coworker comments on the behavior. 

· A young adult forgets his or her mother's birthday. She comments on the behavior. 

· A teenager does not complete his or her chores at home and his or her parents comment on the behavior. 

· A customer is angry because the product he or she bought does not work. The customer discusses the matter with a customer service representative. 

	Step 4
	Compare and contrast the two scenarios. What kind of reaction did the first scenario bring about in your group? How did your reaction to the second scenario differ?


	Communication Practice Lab Lesson Plans

Chapter 10 Understanding the Nature of Groups
Section 2 Functions of Groups 

"Analyzing and Assessing the Problem-Solving Process"


Although the interviewees may not say that they follow the specific steps outlined in the chapter, they may still be following this format. Students should attempt to identify the problem-solving steps in the information that the interviewee has given them.
	Chapter Activity Lesson Plans

Chapter 8 Developing Effective Interpersonal Skills
"Manners Matter"



Note: The Web site linked to this activity will enlarge to fill the entire browser window. Use the Back button to return to this screen when needed. 

Introduction
     Students have read about the importance of applying professional etiquette and protocol in the professional environment. In this Chapter Activity, students will investigate some of the applications of business etiquette.

Lesson Description
     Students will use information from the JCI Voice Web site to learn about business etiquette. Students will read about how business etiquette can help them in their careers, what constitutes proper and improper behavior, how to apply gender-free manners, and what manners are required with cell phone use. Students may also take an online quiz to test their knowledge of business etiquette. Students will then answer four questions and apply this information by sketching a cartoon that illustrates the importance of business etiquette.

Instructional Objectives
1. Students will describe business etiquette and explain its importance in projecting a professional image. 

2. Students will use this knowledge to sketch a cartoon that illustrates the importance of business etiquette. 

Chapter Activity Answers
1. When employees use business etiquette, they are treating people with courtesy and tact. If the work environment is supportive and the employees feel acknowledged, respected, and appreciated, the employees work more productively. Job satisfaction and loyalty increase with the use of etiquette, and reduced turnover is good for the company's profitability. 

2. People using business etiquette are considerate of others' time. They respect the knowledge of others and are insightful listeners. They display immediacy and treat everyone with equal respect. Business etiquette requires that professionals honor their commitments and are dependable and honest. Rudeness and inappropriate language and appearance are signs of employees who do not practice business etiquette. 

3. Gender-neutral etiquette, the most appropriate use of business etiquette today, means that professionals treat men and women with equal respect and courtesy. Professionals should shake hands with everyone and with the same firmness. When introduced to others, women and men should stand. Additionally, the one who arrives at the door first should be the one opening the door for others, regardless of gender. Using nicknames, such as "hon" or "dear," is no longer acceptable in the work environment. 

4. Using proper etiquette with cell phones is another aspect of projecting a successful professional image. Rules of cell phone use include the following: Use vibration or lights to signal a call when in public; turn the phone off when entering a meeting, hospital, or public performance; and use voice mail to answer your messages or divert the calls to a colleague when unavailable. 

5. Students' cartoons will vary. 
Motivation: 

· Will discuss world, national, state, local, and sports news and will tie the news events to the communications process associated with Ch. 8-2

Classroom Design:

· Put students into appropriate groups.
















Teach:

· Teachers Wraparound Edition, PP. 254-265

· Guided reading activities workbook activity 8-2

· Application activity 8-2

· Teaching transparency 8

· Vocabulary activity 8

· PuzzleMaker Software Chapter 8-2

· MindJogger Videoquiz Chapter 8

· Communication in Action Videotape, Videodisk Chapter 8

· Presentation Plus! Chapter 8-2

· http://communicationsapplications.glencoe.com Communication practice lab 8-2 communication practice lab lesson plan 8-2

Assessment: 

· Teachers Wraparound Edition, PP. 265-266 

· Section Quiz 8-2

· Interactive Tutor Self-Assessment Software Ch. 8-2

· Exam View Pro Test Maker Ch. 8

· http://communicationsapplications.glencoe.com Self Check and study guide 8-2 Interactive Tutor Puzzle Chapter 8

· Reteaching activity 8-2

· Enrichment activity 8-2

Technology:

· Computers

· Communication software (Power Point 8-2) 

· Internet

· Overhead

· Computer Lab with internet access

· Computer Projector/Aver Key
· Communication Applications software    

Materials and Teaching Tools:

· Textbook

· Transparencies 8-2

· Worksheet activities 8-2

· Writing materials / pens / pencils / paper

Lesson Procedures: 

· Use Bellringer to get students active during beginning classroom procedures.
· Discuss Bellringer. Talk about news.
· Use graphic organizer 8-2 to introduce 2nd section of the Chapter.
· Critical thinking activities.
· Look at web site Communicationsapplications.glencoe.com and do overview chapter 8 and Communication practice lab 8-2.
· Do closing discussion. Repeat Bellringer Ask for further information.   
Close:

· Teachers Wraparound Edition, P. 266 Ask Bellringer question again and explore added information. Write down the most important element.

Extending & Customizing: 

· Communication Survival Kit, SE, pp. 596—659

· Application Activities 8-2

· Technology Application Activity 8

· Presentation Plus! Chapter 8-2

· Interactive Lesson Planner Software 8-2

· Glencoe Interactive Grammar 

· communicationapplications.glencoe.com 

Chapter Activity 8

Chapter Activity 8 Lesson Plan 

Web resources, State resources
Research Information:

http://communicationsapplications.glencoe.com/sec/languagearts/commapps/index.html
§110.58. Communication Applications (One-Half Credit). 

(a)  Introduction.

(1)  For successful participation in professional and social life, students must develop effective communication skills. Rapidly expanding technologies and changing social and corporate systems demand that students send clear verbal messages, choose effective nonverbal behaviors, listen for desired results, and apply valid critical-thinking and problem solving processes. Students enrolled in Communication Applications will be expected to identify, analyze, develop, and evaluate communication skills needed for professional and social success in interpersonal situations, group interactions, and personal and professional presentations. For high school students whose first language is not English, the students' native language serves as a foundation for English language acquisition and language learning. 

(2)  The essential knowledge and skills as well as the student expectations for Communication Applications are described in subsection (b) of this section. 

(b)  Knowledge and skills.

(1)  Communication process. The student demonstrates knowledge of various communication processes in professional and social contexts. The student is expected to:

(A)  explain the importance of effective communication skills in professional and social contexts;

(B)  identify the components of the communication process and their functions;

(C)  identify standards for making appropriate communication choices for self, listener, occasion, and task;

(D)  identify the characteristics of oral language and analyze standards for using informal, standard, and technical language appropriately;

(E)  identify types of nonverbal communication and their effects;

(F)  recognize the importance of effective nonverbal strategies such as a firm handshake, direct eye contact, and appropriate use of space and distance;

(G)  identify the components of the listening process;

(H)  identify specific kinds of listening such as critical, deliberative, and empathic;

(I)  recognize the importance of gathering and using accurate and complete information as a basis for making communication decisions;

(J)  identify and analyze ethical and social responsibilities of communicators; and

(K)  recognize and analyze appropriate channels of communication in organizations.

(2)  Interpersonal. The student uses appropriate interpersonal-communication strategies in professional and social contexts. The student is expected to:

(A)  identify types of professional and social relationships, their importance, and the purposes they serve;

(B)  employ appropriate verbal, nonverbal, and listening skills to enhance interpersonal relationships;

(C)  use communication-management skills to build confidence and develop appropriate assertiveness, tact, and courtesy;

(D)  use professional etiquette and protocol in situations such as making introductions, speaking on the telephone, and offering and receiving criticism;

(E)  make clear appropriate requests, give clear and accurate directions, ask appropriate and purposeful questions, and respond appropriately to the requests, directions, and questions of others;

(F)  participate appropriately in conversations;

(G)  communicate effectively in interviews;

(H)  identify and use appropriate strategies for dealing with differences, including gender, ethnicity, and age; and

(I)  analyze and evaluate the effectiveness of own and others' communication.

(3)  Group communication. The student communicates effectively in groups in professional and social contexts. The student is expected to:

(A)  identify kinds of groups, their importance, and the purposes they serve;

(B)  analyze group dynamics and processes for participating effectively in groups, committees, or teams;

(C)  identify and analyze the roles of group members and their influence on group dynamics;

(D)  demonstrate skills for assuming productive roles in groups;

(E)  use appropriate verbal, nonverbal, and listening strategies to promote group effectiveness;

(F)  identify and analyze leadership styles;

(G)  use effective communication strategies in leadership roles;

(H)  use effective communication strategies for solving problems, managing conflicts, and building consensus in groups; and

(I)  analyze the participation and contributions of group members and evaluate group effectiveness.

(4)  Presentations. The student makes and evaluates formal and informal professional presentations. The student is expected to:

(A)  analyze the audience, occasion, and purpose when designing presentations;

(B)  determine specific topics and purposes for presentations;

(C)  research topics using primary and secondary sources, including electronic technology;

(D)  use effective strategies to organize and outline presentations;

(E)  use information effectively to support and clarify points in presentations;

(F)  prepare scripts or notes for presentations;

(G)  prepare and use visual or auditory aids, including technology, to enhance presentations;

(H)  use appropriate techniques to manage communication apprehension, build self-confidence, and gain command of the information;

(I)  use effective verbal and nonverbal strategies in presentations;

(J)  prepare, organize, and participate in an informative or persuasive group discussion for an audience;

(K)  make individual presentations to inform, persuade, or motivate an audience;

(L)  participate in question and answer sessions following presentations;

(M)  apply critical-listening strategies to evaluate presentations; and

(N)  evaluate effectiveness of his/her own presentation.

Source: The provisions of this §110.58 adopted to be effective September 1, 1998, 22 TexReg 7549. 

Exit Level Reading — Objectives Measured

Refer to the Exit Level Reading Objectives and Measurement Specifications for a more complete

description of the objectives measured.

DOMAIN: Reading Comprehension

Objective 1: The student will determine the meaning of words in a variety of written texts.

Objective 2: The student will identify supporting ideas in a variety of written texts.

Objective 3: The student will summarize a variety of written texts.

Objective 4: The student will perceive relationships and recognize outcomes in a variety of

written texts.

Objective 5: The student will analyze information in a variety of written texts in order to make

inferences and generalizations.

Objective 6: The student will recognize points of view, propaganda, and/or statements of fact and

non-fact in a variety of written texts.

Exit Level Writing — Objectives Measured

Refer to the Exit Level Writing Objectives and Measurement Specifications for a more complete

description of the objectives measured.

DOMAIN: Written Communication

Objective 1: The student will respond appropriately in a written composition to the

purpose/audience specified in a given topic.

Objective 2: The student will organize ideas in a written composition on a given topic.

Objective 3: The student will demonstrate control of the English language in a written

composition on a given topic.

Objective 4: The student will generate a written composition that develops/supports/elaborates

the central idea stated in a given topic.

Objective 5: The student will recognize appropriate sentence construction within the context of a

written passage.

Objective 6: The student will recognize appropriate English usage within the context of a

written passage.

Objective 7: The student will recognize appropriate spelling, capitalization, and punctuation

within the context of a written passage.
Language Arts National Standards:

	3. 
	
	Students apply a wide range of strategies to comprehend, interpret, evaluate, and appreciate texts. They draw on their prior experience, their interactions with other readers and writers, their knowledge of word meaning and of other texts, their word identification strategies, and their understanding of textual features (e.g., sound-letter correspondence, sentence structure, context, graphics).


	4. 
	

	Students adjust their use of spoken, written, and visual language (e.g., conventions, style, vocabulary) to communicate effectively with a variety of audiences and for different purposes. 


	5. 
	

	Students employ a wide range of strategies as they write and use different writing process elements appropriately to communicate with different audiences for a variety of purposes. 


	6. 
	

	Students apply knowledge of language structure, language conventions (e.g., spelling and punctuation), media techniques, figurative language, and genre to create, critique, and discuss print and non-print texts. 


	7. 
	

	Students conduct research on issues and interests by generating ideas and questions, and by posing problems. They gather, evaluate, and synthesize data from a variety of sources (e.g., print and non-print texts, artifacts, people) to communicate their discoveries in ways that suit their purpose and audience. 


	8. 
	

	Students use a variety of technological and information resources (e.g., libraries, databases, computer networks, video) to gather and synthesize information and to create and communicate knowledge. 


	9. 
	

	Students develop an understanding of and respect for diversity in language use, patterns, and dialects across cultures, ethnic groups, geographic regions, and social roles. 


	10. 
	

	Students whose first language is not English make use of their first language to develop competency in the English language arts and to develop understanding of content across the curriculum. 


	11. 
	

	Students participate as knowledgeable, reflective, creative, and critical members of a variety of literacy communities.


	12. 
	

	Students use spoken, written, and visual language to accomplish their own purposes (e.g., for learning, enjoyment, persuasion, and the exchange of information).



ExCet Competencies Ref:

· Competency 005  The teacher understands how motivation affects group and individual behavior and learning and can apply this understanding to promote student learning.

· Competency 006  The teacher uses planning processes to design outcome-oriented learning experiences that foster understanding and encourage self-directed thinking and learning in both individual and collaborative settings.

· Competency 007  The teacher uses effective verbal, nonverbal, and media communication techniques to shape the classroom into a community of learners engaged in active inquiry, collaborative exploration, and supportive interactions.

· Competency 008  The teacher uses a variety of instructional strategies and roles to facilitate learning and to help students become independent thinkers and problem solvers who use higher-order thinking in the classroom and the real world.

· Competency 009    The teacher uses a variety of instructional materials and resources (including human and technological resources) to support individual and group learning
· Competency 010 The teacher uses processes of informal and formal assessment 
to understand individual learners, monitor instructional effectiveness, an shape 
instruction.

· Competency 011 The teacher structures and manages the learning environment to maintain a classroom climate that promotes the lifelong pursuit of learning and encourages cooperation, leadership, and mutual respect.

Bottom of Form

TEKS: 1B,C,D,G,H,I,J,K


2A,B,C,D,E,F,H,I


TAAS: 


Reading Objectives 1,2,3,4,5


Writing Objectives 1,2,3,4,5,6,7
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