Course: CBE

Project Name: Human Relations Standard (Plan a Major Event (awards banquet, luncheon, sports banquet, family reunion, etc.within a specific time period)

Time: Approximately 10 class hours

 

Objectives: 4 Identify effective time management techniques

 

5 Demonstrate the ability to interact appropriately with others

in a business setting

7 Demonstrate the ability to complete a project working with a group

Resources Needed: Computer, mouse, digital camera, computer application software, printer, overhead projector, LCD panel

Student Handouts needed: instructions, Internet documentation, work ethics, daily time management, and final project evaluation forms

Interdisciplinary Involvement: clubs, athletic department, family, etc.

Step by Step Details for Project Implementation:

You are the Facilitator (the teacher)

Suggested number in each group: 3 to 4

Select a Project Manager/s depending on size of class and Team Leaders for each team. You may want to let each team select their leader.

Orientate the Project Manager and Team Leaders prior to beginning the project.

Assign the task of making name badges to Project Manager (the Project Manager may assign this task to team leaders).

Explain the teamwork concept. Give a presentation, show a video or have a speaker.

Illustrate your Organization Chart for project.

 

Facilitator

 ​
Project Manager

 ​
Team Leaders (one per team)

 ​
Team Members

First hour: Issue packet. Give an overview of contents in the packet.

Second through tenth hour, you are to facilitate this project-based activity.

Instruct Project Manager to meet with Team Leaders and Team Leaders to meet with his/her team. Empower the Project Manager to call team meetings with approval.

Communicate using memos or e-mail.

Stress the importance of respecting one another and the importance of responding to the suggestions and directions given by the Project Manager.

Prepare (nuggets) at intervals and give to Project Manager to issue to each team member. These nuggets could include positive notes, special readings on team concepts, FBLA materials, words of encouragement, humor and positive observations you have made.

Provide some leadership skills development information for the Project Manager and Team Leaders to read. Have them meet as a group for discussion while other students are working on project.

Include In-basket activities at your discretion to see how well students can change from one task to another to be completed in a timely manner.

Assist Project Manager and Team Leaders in setting up for team presentations.

Allow time for each team to present the project using a presentation software.

Final day of project, have Project Manager to check in all projects and give to you.

Complete final evaluation form for each team. Return projects to Team Leaders who will meet with teams and review project.

Meet as a group and let each Team Leader give oral evaluation of their experiences. allow each team member to have some input. This should be written, and oral.

Thank the Project Managers and Team Leaders for taking the leadership roles.

Dissolve teams and begin new projects with different teams.

 

Assessment: Time Management form for each team member (facilitator’s choice)

100 points

Work Ethics evaluation form daily

20 points per day. 100 points per 5 days

In-Basket Activities (2) 50 points each 100 points

 

(The above may be used to get Daily Participation/end of evaluation periods)

Remember the same grade will be assigned to each member on your team

Team’s Final Project:

Meeting deadline 15

Creativity 20

Thoroughness of completed project 25

Team Presentation/ use of graphics, pictures, color

3-D Settings, timing of slides 25

Organization of 2 inch notebook 15

Total 100

 

COPY FOR PROJECT MANAGER

Team Project Manager’s Responsibilities

As Project Manager you will learn:

How to delegate tasks and follow through.

How to manage a task from beginning to end.

How to evaluate peers on team projects.

How to be a self-manager.

Remember do not take issues personally. Always act in a professional manner. Your evaluation will reflect your ability to be a self-manager and address team members demonstrating appropriate business behavior.

As a Project Manager you have been given the task of providing the appropriate leadership for the successful completion of the project. This includes learning new application software that may enhance the team projects now or later, i.e. setting transition, downloading music to presentations, creating an organization chart, etc.

Get together and plan how you will approach each team to determine their progress.

Plan the second project for teams.

You will be assigned decision-making tasks, which will enhance the outcome of this project.

Day 3: Plan a ten-minute presentation to be given on the fifth day of the project. This presentation title is Characteristics of a Team Player. (In-Basket activity)

Day 5: Ask each Team Leader to handle this task: (In-Basket activity) Write some "Time Management Tips" to share with others. Discuss within your group for 5 minutes

Carry out daily routine tasks.

Have supplies ready to issue as needed.

Simulate handouts.

Walk around the room at intervals; check each member’s 15-minute log form.

Take up log forms at the end of class.

Record concerns on forms and submit to Facilitator (teacher).

Encourage each team leader to be patient with team members who may work slowly or stay on task. Give them some suggestions that will help them manage their team.

Keep a resource textbook handy. You will assist students who may have problems with computer applications (Word, Excel, Access, PowerPoint, Microsoft Explorer, Printshop, PageMaker, etc.).

 

COPY FOR TEAM LEADERS

Team Leaders Responsibilities

As a Team Leader you will learn:

How to demonstrate appropriate business behavior in a team setting.

How to manage class time to maximize output on a special project.

You will be responsible for guiding your team to success in completing this project based learning activity. The Project Manager will provide leadership for the group.

Respect your Project Manager. The Project Manager has been given some directions from the facilitator (the teacher). The way you respond to an assigned task will be observed. Review materials on respecting leadership and remember the things that we have discussed in this class. Resources are available in the reading center located in the classroom.

Plan a meeting with your team members. Cover some Affirmative Action information with them. Ask each team member to complete a short presentation on Affirmative Action using available resources. See Project Manager for a list of Internet sites. This can be an out-of-class activity.

The conclusion of this learning activity will result in your being able to manage, retrieve, research and present your project to the class and others who will be invited (school administrators, teachers, parents, advisory board members, etc).

Go for the Gold! Add special features to your Final Project and earn a team bonus.

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Group project

 

Human Relations Standard: Plan a Major Event (award banquet, luncheon, sports banquet, family reunion, etc.) within a specific time period

Time: 10 hours

Objectives: Identify effective time management techniques

Demonstrate the ability to interact appropriately with others

in a business setting

Demonstrate the ability to complete a project working with a group

Using the available resources (sample programs, computer, application software, overhead projector, LCD panel, poster boards, etc) complete the assigned tasks to meet the requirements of the project. (See grading criteria below)

You are to demonstrate appropriate workplace readiness behavior.

Directions: A Project Manager has been appointed. You are encouraged to review available resources to gain some meaningful ideas as to how you may develop your project. You may use the Internet for research. Keep a log of sites visited and submit to the Project Manager daily. You are not limited to classroom resources. Go for the Gold!

Plan a luncheon for a school club, family union, awards banquet, or sports banquet.

Design the invitation, name card, and program for the occasion.

Compile and key a database of the guests. Include name, address, phone, birthday, and favorites.

Compose a letter and a flyer announcing the event. Insert letters into appropriate size envelopes to be mailed. Apply labels you have printed.

Will you have a guest speaker? You may want to make contacts early.

Determine where the event will be held. Is there a fee for the service? Who will pay?

Draw the table shapes and seating arrangement using the available computer drawing tools.

Select the decoration and color scheme. Show on your computer layout.

Determine the local stores that sell the items needed for this event. Be sure to compare prices. Create a chart showing at least two prices per item. Who will handle this task for your group? Decide as a team and write them a memo now.

Compare price lists and determine how much you are willing to spend for a particular item (Involve the team in this decision).

Complete an Income and Expense Report. Update this report often. (Project manager will want to review this form)

Create and design a presentation.

Submit your project for review to the Project Manager. Date submitted:___________)

Print a final color copy, insert in appropriate binder and submit to Project Manager.

(Date and time submitted:________) Project Manager’s initials here ______

 

uggested for CBE Project Human Relations (Plan a Major Event)

 

 

Work Ethics Evaluation For:__________________________________________

Asking questions before reading instructions or without asking team leader.

Being tardy to class or not ready to begin class immediately after the tardy bell.

Disturbing learning environment (loud talking, talking about personal matters for long periods of time, socializing for long periods of time).

Failure to return materials to proper place (CD’s disks, handouts, books, etc)

Workstation organization (beginning and end of class)

Completing another class’s work without getting permission.

Not prepared for class, pen, pen, notebook, etc.

Eating, drink at workstation.

Failure to sign on CBE sign out roster

Completing assigned paperwork in a timely manner.

 

 

Two points will be deducted each day for each work Habit (Possible 20 points per day)

	Date
	Points Deducted for

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	1st grade
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	2nd grade
	 

	 
	 


 
